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ABSTRACT 

The SERD (Social, Educational Research and 
Development, Inc.) Report, also known as **A Task Analysis of Library 
Jobs in the State of Illinois” (ED 040723) studies the problem, of the 
proper utilization of library manpower from the viewpoint of the 
employee. The present report analyzes the data in the SERD Report and 
prepares proposals tor an organizational model, job descriptions, 
training programs, and instructional materials for the support staff 
of a school library media center. In +ne analysis, library manpower 
was viewed in terms of its relationship to the following factors; 
community manpower resources, traditional employment requirements, 
the ivorker as a person, modernizing organizations, and needs of the 
future. (Related documents are LI 003 855, 003 855 and 003 858.) 
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'i ANALYSIS OF THE SERD REPORT 

for 

SCHOOL LIBRARY MEDIA SYSTEMS 



INTRODUCTION— POINT OF VIEW 

A Task Analysis of Library Jobs in the State of Illinois^ provides 
another point of view in studying the problem of the proper utilization 
of library manpower, the point of view of the man-on-the-job who perforins 
the occupational tasks in eighteen Illinois libraries. An analysis of 
what the man -on-the-job says he does should provide another dimension to 
understanding how the job gets done, what skills are basic in performing 
the tasks, what are the levels of difficulty and complexity, what kind 
of training is essential to help the worker develop library-related skills. 

In evaluating the tasks and relating them to proposals for an organi- 
zational model, job descriptions, training programs, and instructional 
materials, it seemed important to consider relationships of library man- 
power as a whole to some other factors. Some significant factors are the 
available manpower resources in the community , traditional employment 
requirements of diplomas or degrees, consideration for the worker as a 
person, perpetuation of non-essential and outmoded methods of operation 
in some libraries, and challenges of our changing society affecting job 
requirements for the future. 



MANPOWER RESOURCES IN THE COl^IMUNITY 

How do needs for library manpower utilization and training relate to 
utilization of the manpower resources in the community? The codings and 
scalings in the task statements of the SERD Report provide information 
about the complexities of tasks and the amount of training time required 
for learning how to perform the tasks. These may serve as guides to indi- 
cate the utilization of manpower for low-level tasks requiring little edu- 
cation and also utilization of manpower for high-level tasks requiring 
considerable education and ability. Areas of service requiring specialized 
knowledge can also be identified in these tasks. These identifications 



Social, Educational Research and Development, Inc. A Task Analysis 
of Library Jobs in the State of Illinois , Chicago, Social Educational 
Research and Development, Inc., 1970. 

Note: This report will be referred to as the SERD Report in this study. 



suggest possibilities for recruiting more personnel from the unemployed 
manpower labor pool and utilizing unskilled people, highly trained per- 
sonnel skilled in other disciplines, and various minority groups. With 
unemployment on the increase, this recognition is important for everyone. 



TRADITIONAL EDUCATIONAL REQUIREMENTS 

Are the traditional employment requirements of degrees or diplomas 
valid for all jobs in libraries? Recently there have been articles written 
questioning the educational requirement of diplomas or degrees as standard 
employment practices and as basic factors for promotional opportunities.^ 

It is interesting to find that the codings for training time in the SERD 
Report avoid the use of terms, such as diploma or degree, in defining the 
scale of ratings. The findings suggest that general educational experi- 
ences, which relate to specific occupational skills, should have special 
consideration in describing requirements for jobs. Tliis puts the emphasis 
on how well the worker performs the tasks on the job with recognition 
that he does require training for the skills involved, whether they are 
learned in formal education or through experience and his own initiative. 
Degrees and formal education continue to have importance in giving profes- 
sional staff the necessary general and professional knowledge. An up-to- 
date evaluation of jobs in terms of modem management practices may suggest 
flexibility in recognizing other educational factors for some occupation 
levels. 



THE WORKER AS A PERSON 

The statements on what the worker does and how he does it leaves one 
without much feeling for the worker as a human being. In our mechanized 
and computer society, the worker needs safeguards to prevent him from act- 
ing and feeling like another machine. It is important that training pro- 
grams and supervising staff stress the value of the worker’s contributions 
and furnish him with background knowledge and understanding of the total 
library services to make him feel that he is part of the library team and 
encourage him to take pride in his contributions. Some task statements 
refer to staff development programs and in-service training programs and 
it is hoped that these do consider the worker’s personal development in 
addition to improving his skills. Proposals for training programs and 
instructional materials have included suggestions for continuing education 
and development of individual interests to partly care for these needs. 



^Kirk, Russell. "Experience Still Gets Nod as Bes;': Teacher." The 
Sun (Baltimore, Md.) February 17, 1971, p. 11. 

Kuhn, James W. "Would Horatio Alger Need a Degree?" Saturday 
Review , 54: No. 4:54-55+, January 23, 1971. 

Roscow, Jerome M. ’’Human Resources: Retooling Our Manpower." 

Saturday Review , 54: No. 4:40-41+, January 23, 1971. 
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STREAMLINING AND MODERNIZING OPERATIONS 



In working with the task statements it is difficult to reconcile some 
of the outmoded operations with modern library services without omitting 
the tasks and substituting ones not reported. Should these operations be 
perpetuated? Are some librarians adding to their manpower problems with 
these non-essential and/or outmoded methods? Can school libraries oper- 
ate efficiently without ui^ing accession numbers and Cutter numbers? How 
much checking and rechecking and verifying is important in cataloging for 
efficient indexing of materials in school libraries or in any library? 

Are small libraries taking advantage of sources for printed catalog cards, 
instead of doing their own cataloging, when central processing services 
are not available? it is strongly recommended that libraries survey 
operational methods and streamline operations, as one means of reducing 
some of its work load. The question related to these methods is whether 
the training for the skills in this study will serve changes in methods 
of performing tasks in the foreseeable future. 



LIBRARIES IN A CHANGING SOCIETY 

Is the library staff trained, for expanding services, creating new pro- 
grams, and assuming new roles to meet the needs of a rapidly changing popu- 
lation? With so many task statements repeatedly referring to clerical and 
other routine library operations, one has the impression that the role of 
libraries is passive rather than dynamic. There are not enough descriptive 
task statements referring to programs and activities initiated by libraries 
related to services for ethnic groups, minorities, employed and unemployed 
groups, senior citizens, culturally deprived people, urban and rural prob- 
lems, changing communities, and many other aspects of our changing society 
and its need for library services. It was specifically stated in the SERD 
Report that this was not an efficiency study, but one notes some signif- 
icant omissions and wonders if the skills for tasks performed in today’s 
libaries will carry over as adequate skills for manpower needs in the near 
future. Obviously this needs consideration in planning training programs. 

An editing, of task statements in the SERD Report to weed out repeti- 
tions referring to the samu tasks might decrease the percentage of clerical 
tasks and create a more professional image of librarianship . Will this 
study lead to more supporting library jobs allowing more time for librar- 
ians to engage in more activities exploring the needs of the changing 
population and taking action to meet the needs? 



OMISSIONS OF TASKS IN SCHOOL LIBRARIES 

Approximately 400 out of 727 statements relating to tasks for school 
libraries describe clerical and technical routines. The concept of a 
multi-media center and media technology are represented with many state- 
ments describing ordering materials, operating equipment, using equipment 
and materials, technical assistance for radio and television studio pro- 
ductions, and video tape systems. Reading guidance programs for motivating 
reading interests and working with. students with reading problems are 
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adequately covered, but little mention is made of guidance and motivation 
for listening and viewing audio-visual media for individual interests. 
Mention is made of participating in a curriculum meeting and subject 
department meetings, but more statements identifying subject areas and 
extent of involvement would be helpful in calling attention to profes- 
sional activities . 

None of the task statements described tasks performed in ordering, 
preparing, or using materials and equipment or development of projects 
involving funds from either Title I or Title II of the Elementary and 
Secondary Education Act. Except for one statement on preparing simple 
transparencies and some mention of photocopying and microfilming, little 
reference is made to the wide range of services in preparing materials 
for the teacher's use in the teaching program. These and other areas of 
activities and services need elaboration to counterbalance the numerous 
repetitions of statements about the same tasko. Part of the omission may 
be failure to report these activities and part may be related to the 
nature of this kind of study. If this study could report on the wide 
range of professional responsibilities, the information might supply ample 
support for adding both clerical and professional staff to a school library. 
However, the high percentage of clerical tasks required to operate a school 
library can also endorse the demand for more supporting staff to give the 
librarian time to further the educational demands for multi-media services 
on an expanding scale. 



SUMMARY 

Tliese are a few of the significant factors which received some con-- 
sideratioh in analyzing the dala in the SERD Report and preparing the 
proposals for ar. organizational model, job descriptions, training programs, 
and instructional materials for the supporting staff of the school library 
media systems. 
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DESIGN FOR STRUCTURING JOBS 
for 

SUPPORTING JOBS IN^SCHOOL LIBRARY MEDIA SYSTEMS 



Examination of Task Statements 

Identification of Tasks 
for 

School Library Media Systems 

Sorting Tasks by Training Time 
(Basic dimension for matrix) 

I 

Development of Two-Dimensional Matrices 

'I' 

Table 1 - Training time and GED; reasoning, 
iTiathematlcs , language 

Table 2 - Training Time and Worker Functions: 
data, people , things 

Table 3 ^ Training Time and Worker Instructions 
Table 4 ^ Training Time and Task Environment 

Development of Other Distribution Tables 

't' 

Table 5 -- Training Time and Audiorvisual Tasks 
Table 6 - Training Time and Non-professional 

Tasks, Technical Tasks, Professional 
Tasks 

I 



Analysis of Percentage Distributions for; 



4' 




1 


Career Lattice 


Job Descriptions for 


Curricula for 




Supporting Jobs: 
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Levels I, II, III 


Levels I, II, III 


and GED 


Worker Functions: 


Worker Functions: 




Data, People , Things 


Data, People, 




Significant 


Things Significant 
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Worker Instructions 
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Instructional 
Materials : 




Task Environment 


Training Time and 
Worker Instructions 
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GUIDELINES 



Significant areas for developing job descriptions, training 
programs, instructional materials based on distribution tables 





Level I Jobs 


Level II Jobs 


Level III Jobs 


Training 

Time 


3 


5 


6 


GED 


223 
or 233 


434 


445 


Functional 

Skills 

buta 


*l-copying 

*2“Comparing 

*5-compiling 

6-analyzing 


*l-copying 
2-comparing 
4-franslating 
*5-compiling 
6 -analyzing 


4-translating 

*6-analyzing 

8- coordinating 

9- negotiating 


People 


*l-taking instruc- 
tions 

2-exchanging 

information 


*1- talcing instruc- 
tions 

*2-exchanging 

information 

4-supervising 


2-exchanging in- 
formation 
4-supervising 
*5-consulting 


Things 


1- handling 

2- monitoring 

3- servicing 
*4-operating 

5-preparing/ 
set up 


2- monitoring 

3- servicing 
*4-operating 

5-preparing/ 
set up 
7-storage/ 
retrieval 


*4-operating 
*5-preparing/ 
set up 
6-storage/ 
retrieval 


Worker 

Instructions 


*l-tools, equip- 
ment, pro- 
cedures speci- 
fied — no 
variations 
2-same as //I, but 
some leeway in 
methods and 
procedures 


*2-same as col. 1 
*3-same as col. 1 
but refers to 
standard tools 
4-service spec- 
ified in manu- 
als, memos, 
requests, but 
works out pro- 
cedures and 
sequence 


4-service spec- 
ified in manu- 
als , etc. , but 
works out pro- 
cedures and 
sequence 

*5-same as (4) but 
employs theory 
and has options 
6-various services 
available — some 
creative use of 
theory 
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GUIDELINES 


fcont inued) 
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DESIGN FOR ANAT.YZIKG AND STRUCTURING DATA 



SCHOOL OF LIBRARY MEDIA SYSTEMS 

The method desi.gned £ur analyzing and structur*ing data in this 
analysis is based largely on the traditional concept of staff utiliza- 
tion and work flow in school library media canters.^ Many school library 
media centers are limited to one or two staff members, v;ho must perform 
all functions, both clex-ical and professional, with or witliout the help 
of student and/or parent volunteers. One of the purposes of this analysis 
is to provide educational and library administrators with guidelines, 
which can be used to add supporting staffs to assist the professional 
staff. Wider utilization of middle level staff in performing non-pro- 
fessional tasks can support the librarian in developing more extensive, 
intensive, and meaningful services to meet the demands of changing cuiTiciila , 
to further wider use of all types of materials by students and teachers, 
and to participate more actively in educational programs and development 
of students. 

To show greater utilization of supporting staff, it is necessary to 
broaden the base for job structures by v7orking in terms of the school 
library media system, V7hich v/ill comprise the district medi a center and 
all of the individual school library media centers in a system, district, 
or region. From this point of view, administrators can review the levels 
of complexity of tasks performed by supporting and professional staff and 
develop a staff organization for the best utilization of school library 
manpov;or . 

The goals of the educational program and the size of the individual 
school will be two of the guidelines in making adaptations for staffing. 

Even small one-man school library media centers can use these identifica- 
tions of non-professional tasks . 

The tasks in each job category have been clustered by significant 
orientation. to data, people, or things. This arrangement presents an 
overviev; of the functional skills required for the work and a different 
method of ihtex'preting job assignmenfs. An alternate arrangement by 
functional area^ has also been submitted. Looking at the jobs from these 
points of view may be significant for rearranging some job assignments 
for more efficient utilization of manpower. 



Since several terms were used hi the tasks statements for school 
libraries, it was decided to adopt a term that v7ould express the modern 
concept of school libraries and also avoid confusion of terms. School 
library media center and school library media system seemed appropriate. 
These terms are ufjed in the School Library Manpower report on occupational 
definitions. 

2 

See Appendix. 
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DESIGN FOR ANALYZING AND STRUCTURING THE DATA 

The following design was used in analyzing the data: 

I 

1. 727 tasks relating to functions in school library media 
systems were sorted out. Such words as learning center, 
high school RMC, and ES library identified some of the tasks. 
Others were selected which had no identifying words, but were 
tasks common to most libraries. The selected tasks repre- 
sented both supporting and professional tasks to aid in de- 
veloping a career lattice for a school library media system 
and tn use as needed for reference, for an overall picture, 
etc. 

2. Training time was chosen as the basic dimension for evaluating 
tasks. Other factors selected to compare and relate to train- 
ing time were general educational development (reasoning, 
mathematics, language), worker functions (data, prople, things), 
worker instructions, and task environment. 

3. Each task was evaluated in terms of these five factors and in 
terms of the correlation and interrelation of the scalings. 
Disagreements with the SERB codings were noted, but no changes 
made in scalings at this stage in the analysis. 

4. Two-dimensional matrixes were developed to identify areas of 
correlation of training time with each of the other four fac- 
tors and to point up significant areas of skills and knov/ledge. 
(See Tables 1, 2, 3, and 4). All of the original SERB scalings 
were maintained to show how management analysts ‘ viewed the 
levels of complexity of tasks in library situations. 

5. Tasks related to audio-visual materials, equipment, services, 
and programs were sorted to determine the kind of task for a 
specialized job in media technology for the supporting staff 
(see Table 5). The functional area codings in SERD for catalog- 
ing and processing tasks provided sufficient information for 
considering specialized tasks in this area. 

6. Tasks relating to knowledge and training in technical library 
skills and graduate library training were sorted to aid in 
decisions on recoding training time for some tasks and also 
for guidance in developing suggestions for training programs. 

7. An analysis was made of the statistical tables and the implica- 
tions for career lattices, job descriptions, training programs, 
and instructional materials. 



PROFESSIONAL SCAFF NOT IN THIS REPORT 

Parts of the report include statistics and comments referring to 
the professional jobs, \licre it is considered essential for the staff 
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j as a whole. Hov/ever, proposals have not been made for professional jobs 

and training. A very comprehensive manpower analysis study has been made 
: by the School Library Manpower Project.^ It is recommended that the 

1 report on this study and the statements of occupational definitions^ for 

school library media personnel be consulted for professional jobs, line 
, . definitions do not cover library clerks, 

i 

I 

I - 
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School Library Manpower Project. School Library Personnel Task 
Analysis Survey . Special Report of Research Division of the National 
Education Association. Chicago, Ill.t (American Association of School 
Librarians) American Library Association, 1.969. 

2 

School Library Manpower Project. Occupational Definitions for 
School Library Media Personnel . Chicago, 111.: (American Association 

of School Librarians) American Library Association, 197].. 
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CLUSTERING TASKS FOR SUPPORTING STAFF 



The distribution of tasks in Tables 1 and 3 comparing training 
time with general educational development and worker instructions 
shov7 the clustering of tasks on levels, which suggest that three levels 
of jobs are feasible for the supporting staff in school library media 
systems. The tasks in Training Time 1, 2, and 3 show 91% of them re- 
quire skills on the tv;o lowest levels of reasoning, 34.9% require skills 
on the two lowest mathematical levels, and 67.9% require language skills 
on the three lowest levels. 52% of the tasks do not apply to mathe- 
matical skills. The worker instruction levels show a high concentra- 
tion on the two lowest levels, 96.8%. The volume and nature of the 
tasks related to low-level skills and the same type of instruction 
justify the combination of 146 tasks for library clerks on Lftvel I. 

Tasks in Training Time 4 and 5 also seem compatible in reasoning, 
mathematics, language, and worker instruction, even though they are 
distributed on a wider range of levels. 98.5% of the tasks can be 
performed with reasoning skills on the second, third, and fourth 
levels, 86.1% can be performed with mathematical skills on the second 
and third levels, 94.8% can be performed with language skills on the 
third or fourth levels. 

Instructional levels for Training Time 4 and 5 show 39.2% for 
level two and 27.5% for level three. The nature and scope of the tasks 
on Training Time 4 and 5 supported by the high percentage of tasks 
concentrated on a few levels justify a Level II category of jobs for 
performing highe:r level clerical tasks. 

The third level for the supporting staff is Level III for the 
149 tasks in Training Time 6. These tasks require technical skills on 
a higher level of reasoning, 67.1% on level four; higher levels of 
mathematics, 50.3% on level three; and higher levels of language, 61.8% 
on level five. Level III is a middle level job requiring more complex 
skills and technical knowledge than the tasks for library clerks and less 
educational background knowledge and professional training than the tasks 
in Training Tima 7 and 8 for professional staff. 

These three job levels will serve as the framev;ork for developing 
an organizational pattern for school library media systems and for 
developing proposals for training programs and materials of instruction. 
The three levels are for the supporting staff of school library media 
systems. Tasks for professional jobs on Levels IV, V, and VI in Train- 
ing Time 7 and 8 plus those recoded from Training Time 6 are not included 
in this report. 
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A CAREER-LATTICE ORGANIZATIONAL MODEL 
for 

SCHOOL LIBRARY MEDIA SYSTEMS 
CAREER-LATTICE OPPORTUNITIES 

The Career-Lattice classification scheme for school library media 
systems may serve as a pattern for developing a job scheme in a school 
library media system. It has been based on tlie task statements in the 
SERB Report and adapted to the career-lattice plan in the statement of 
policy adopted by the Council of the American Library Association in 
1970. The arrows indicate opportunities for moving from one job to 
another on the same level, if the worker has the required skills, train- 
ing, and abilities. This scheme also indicates a career ladder for 
advancement from one level to a higlier level for the worker, who has 
the required training, experience, and demonstrated abilities. Avenues 
are open for a member of tlie supporting staff on any of the three 
levels, who has obtained the required qualifications, to eventually 
become eligible for a professional position. 

Levels I and II are supporting jobs. Level I is for clerical 
workers wlio perform library-related low-level tasks. Level II is for 
clerical workers who perform clerical and library-related tasks on a 
higher level , xdiich necessitates some pre-employment training in tlie 
clerical skills. Two job levels arc designated for the clerical staff 
for school library media systems in order to make career opportunities 
more significant in systems with limited staffs. 

Level III is also a supporting job, but as the top job for support- 
ing staff, it is tlie middle-level job in the total staffing pattern. 

This is the position for workers who can perform tasks, v/hich require 
technical skills and more background knovilcdgc and understanding of 
theories of the functions of school library media services. Pre-employ- 
ment training in a formal program is an asset, but may not be a compulsory 
requirement for employment. 

Levels I, II, and III provide career ladders for the supporting 
staff. 

Levels IV, V, and VI provide career opportunities for the profes- 
sional staff, when individual school library media centers have more than 
one professional position and/or school library media systems offer cent- 
ralized services and opportunities for administrative leadership. 



Library Education and Manpower , Statement of Policy, adopted by the 
Council of the American Library Association, June 30, 19 70. Office of 
Education, American Library Association, 1970, 
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MODIFICATIONS AND ADoJSTMENTS 

The Career-Lattice classificat ion scheme can be expanded, modified, 
or adjusted to fit the sixe and needs of an individual school library 
media center or an individual school library media system. 

Small schools ; 

Adjustments can be made by combining the tasks of Level I and Level 
II for Library Clerk'-General Media Services with the qualifications for 
the Level II position. Another adaptation can be made by combining the 
tasks of two Level II jobs, those for Library Clerk-General Media Services 
with those of Library Clerk-Media Technology Services. Combining the 
tasks of the two jobs on Level III is another adaptation. 

It is not efficient or economical to combine the tasks of jobs on 
Level III with either Level I or Level II. Such a combination requires 
a worker v?ith higher level skills and kno\*?ledge to perform too many low- 
level tasks. 

No supporting staff member is a substitute for a professional 
librarian with an extensive background in general education and training 
in librarianship. Combining tasks for supporting jobs with tasks on 
professional levels is not recommended. Small schools can make adjust- 
ments by combining the tasks of the tv/o job categories on Leve] IV or 
the job categoricE? on Level IV and Level V. 

Largo schools ; 

Combinations similar to those mentioned for small schools can be 
made by school library media centers that are neither too small nor too 
large. Centers with large staffs may serve an ediicratlonal program re- 
quiring an expansion of these job categories. The task statements in the 
SEUD Report did not id ntJ fy tasks in some areas of service, which arc 
included in other school library media systems. Column two is the 
specialist ladder. dobs for specialists, other than media tcclinologists , 
can he added on this level v;ith qualifications for the special discipline. 
Jobs for more teclinlcal assistants with specialized training in graphics , 
media production, etc., can be added to Level III. 

^ Mndi« a s ystems ; 

School librai'y media systems vary in size and services. Tine job 
levels in column three may need one or two subdivisions on Levels I or 
II to provide promotional inducements for library clerks in the process- 
ing center with a large volume of v/ork. A business manager may be 
feasible on Level III or Level IV for largo processing systems. Media 
districts which include resource services to school library media centers 
will need a position on Level IV or Level V for coordinators, consult- 
ants, or supervisors. Task statements in the SERD Rep'oVt ’did .not include 
these services, which are available in some media systems. 
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Other adaptations : 

Titles of positions need to be adjusted to correspond with the 
classification pattern of an individual school system. 

Other types of libraries, especially small libraries, may find 
this modification of the ALA career-lattice plan of some help in their 
review of their staff classification needs. 
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CHART A — A CAREER-LATTICE ORGANIZATIONAL MODEL FOR SCHOOL LIRIDVRY 
MEDIA SYSTEMS 




Level 

VI 



Level 

V 



Level 

IV 



Level 

III 



Level 

ff 



Level 

1 



(TQMrjpcttjp; 






•Col. 2 
SCHOOL LIBRARY nMEDIA CENTER 



Col. 3 
EDTSTRICT SERVICES 












j 



DIRECTOR-DISTRICT MEDIA SERVICES 

SERD; Training Time — 8 (19 years) 
GED— /r. 666 



LV'MojK.n 

A 

Senior Librarian-Head of Media Services 



SERD: 



Librarian-Genera l 
Media Services 



Training Time — (18 years) 
GET)-- 656 

T 

Speciai.i s t -Media 
-Technology Services 



\ 






Catalo ge r-Distrlct : 

Services 



SERD: 


Training 


Time — 7 (16-18 years) 




r 


GED— 


556 

T 


1 



Library Technical 
As s is t an t-Gcn ern 1 
Media Services 

“ >*fc^y!i!»*ai( nw www v\xm 



Technical Assistant- Technical Assistant- 



Media Technology 
^ Services w 



/> District' Services 



^EPJ): 



L ibrary C l c: rk- 
Gencral Media 



Services ^ 

i %r<lOVV— % 



Training Time — 6 (13-15 years) 

GED— 4A5 

L ib r airy Clerk- l^nbrary Clerk- 

Media Technolog y 
- Services - 



„ District Services 



SERD: Training Time — k and 5 (,9-12 years) 

^ GED— 43A 






Lib rary Clerk-General Services 



Library Clcrk- 
y. District Services 



SERD: Training Time — 1, 2, 3 (3-8 years) 

GED— 223 or 233 













JOB DESCRIPTIONS FOR SUPPORTING STAFF 
for 

SCHOOL LIBPvARY MEDIA SYSTEMS 



Each of the three job levels for the supporting staff has a section 
relating to the level as a whole and a section for each of the individual 
types of jobs. The first part explains the need for the job, its rela- 
tion to the professional jobs, and the requirements for education and 
desirable characteristics. These requirements have been kept flexible 
to permit consideration of people who have potential and vho are train- 
able for supporting jobs, but may not have diplomas and degrees. The 
SERD description of training time has been retained. In this section a 
paragraph or two has been included to show the opportunities for career 
advancement and lateral transfers to other jobs on the same level. The 
significant areas of GED, worker functions, worker instruction, and task 
environment are submitted with the general requirements for a further 
dimension in evaluating skills required to perform the tasks for the 
job. 



The individual descriptions for the job describe briefly, the 
general areas of work activity and the type of instructions necessary 
to implement most of the tasks. The list of duties are the cluster of 
task statements listed in the SERD Report, which have been identified 
as ones vdiich arc commonly performed in school library media centers 
and processing centers, though all may not be performed in every media 
center. The tasks have been grouped for the significant functional 
skill oriented 'to data, people^ or things. Though the one dominant cirea 
was selected for this report, it is possible and may be more significant 
to cluster tasks on the basis of tv;o dominant areas, such as data and 
people, or data and things, or people and things. 

During the clustering for these duties, the final weeding out of 
duplicates and changes in scalings were made. Some task statements V7ere 
changed slightly as two similar task statements were combined. Some task 
statements were repeated for several jobs because the nature of the task 
required that it be performed on several jobs, such as opening the mail 
in the media center and also in the processing center. Several state- 
ments were rephrased because a task in the list indicated the action took 
place. For example, no task statement mentioned filing catalog cards above 
the rod by a clerk, but the task statement 04^i6 saJd ’^removes cards (for 
filing) from all new titles.*' Also llie statement referring to a repre- 
sentative of the public library having a meeting with the school librarian 
was reversed to indicate that the media center librarian had the meeting 
v;ith the public librarian . 

There are still some repetitions due to phrasing of statements and 
combination of statements. In some cases it is necessary to interpret 
the verb carefully to recogni^.c that the task is not a repetition, but a 
different [base of the same activity vdiir.h involves many people on differ- 
ent levels. For example, one level inst ructs the clerk to open new books 
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and on a lower level the clerk opens the new books. The tasks are 
limited to the ones listed in the SERU Report, which does not include 
a number of tasks which are becoming more common in media centers and 
in large district offices with consultant staffs and. many types of 
central services. 



Looking at jobs from the point of view of significant orientation 
of tasks tov7ard data or peopl.e or things, gives a new dimension to job 
descriptions for libraries. This may have value for systems in selecting 
and training v;orkers to matcli the level of the skills required to accomp- 
lish the tasks successfully. It may have implications for the proper 
utilization of library mcapov7er. 

See the Appendix for an alternate plan for clustering tasks accord- 
ing to functional areas, which follov/s the traditional approach to job 
assignments . 
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SUPPORTING STAFF-- JOB DESCRIPTIONS 
for 

SCHOOL LIBRARY MEDIA SYSTEMS 
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LEVEL I — 2 positions 

Library Clerk — General Services 
Library Clerk — District Services 

Need for Positions 



All libraries have tasks requiring low-level skills in the acquisi- 
tion, preparation, and circulation of materials and equipment. These 
tasks can be performed by a person with limited educational training. 
Large schools and a district processing center will have a volume of 
work for one or more clerks on this level. Small schools may need to 
combine the ttisks on Level I and Love]. II with a wider range of activ- 
ities varying in degrees of complexity and select a Level II position 
as the minimum entry level. 

Providing Level I positions for the school library media center 
and the district office is both economical and efficient. It also 
offers opportunities for low-skilled workers in the community. 

Library clerks on this level will free other staff members on higher 
levels of minimum level routines and give them more time for tasks 
appropriate to theix’ training and abilities. The result v;ill be an 
expansion of services to students and teachers. 

C areer O p portunities 

Level I provides a minimum entry level for the supporting staff. 

A woirkcr may begin on either* of the two Level I jobs and transfer 
laterally from one to the other, if he has performed satisfactorily on 
the first assignment. 

Satisfactory performance plus further educational and in-service 
training may qualify the v/orker for advancement to any of the three 
Level II jobs: 



Library Clerk — Genera] Services 
Library Clerk — Media Technology Services 
Library Clerk — District Services 



MINIMUM REQUIREMIiNTS 
SERD Coding s 



3 Training Time: equivalent to 8th grade education 

233 GED: Elementary reasoning and judgment to carx-y out 

detained but uninvolved V7ritten or oral instructions 
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- Mat:heittatics“3rd to 6t:h grade 

-- Language — 6th to 8th grade rending ability 

0214 Worker functions: levels and significant areas 

- Data: comparing data and things 

- People: taking instructions to carry out v7ork 

orders 

- Things: operating machines, objects, materials 

2 and 3 Task environment: levels and significant areas 

- Repetitive or short-cyclc operations carried 
out according to cstablislied procedures 

Educa t ional Requirements and Abilities 

1. General educational experiences through 8th grade 

2. Ability to read and vjrite on the general equivalence of 
the 6th to 8th grade 

3. Ability to add, subtract, multiply, and divide, and 
perform arithmetic operations involving monetary units 

4. Ability to alphabetize by first tvo letters of vjord and 
arrange items in number sequence 

D e s i. r a b .1 e Ch a r a c: t o r i s t i c s 



1. Willingness to learn 

2. Sense of orderliness and accuracy 

3. Neatness i.n work habits 

4. Ability to take v/ritten and verbal, instructions and to 
follov7 directions and procedure.^ without deviations 

5. Some interest in books , reading, and library resources 
for personal use 
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JOB DESCRIPTION— -LIBRARY CLEPJC--GENH:RAL SERV1CES--LF.VEL I 

The Llbrarj^ Clerk — General Services — Level I will, perform minimum 
level tasks in preparing and maintaining materials for use; helping to 
keep the library and its materials in order; and assisting in the circu- 
lation of materials and equipment. Some of the tasks provide routine 
services to students and teachers. 

All work is performed under supervision and most instructions arc 
specific for the use of tools, equipment, and for procedures in perform- 
ing tasks. Some tasks require skill for using several standard sources 
of library information. 

Supervised by: Library Technical Assistant — Level III 

or Librarian — Level IV 



DUTIES 

Da ta Significant Tank s 

Skills for copying and coding; 

1. Stamps date and title of newspaper or magazine* article on 
clippings 

2. Marks due dates for interlibrary loan titles 

3. Completes photocopy request form 

Comparing — checking, matching, etc. : 

1. Identifies returned titles for reserves by noting identifi- 
cation symbol and sets book aside 

2. Examines returned books for damages 

3. Checks nev7 AV equipment against purchase order 

Computing: 

1. Computes fines using fine chart and collects fines for 
overdue materials 



Compiling — filing, classifying, etc. : 

1. Inserts reserve slip in books and files alphabeticai.ly by 
last name of student 

2. Files cards for circulated books each day 

3. Files microfilm alphabetically by title 

4. Files recommendations for purchase of AV equipment 

5. Records student attendance 



Ana ly z J.n g , ox amin 1ti g , 

1 . Checks inventory 
requiring repairs 



selecting, rcvlev;ing, coordinating: 
of AV materials and identifies materials 



I 
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2. Checks dcvelo])Ccl lalcrofilni for acceptability 

3. Checks malfunctioning AV equipment and sets aside, if 
more than simple maintenance 

4. Inspects by eye 8 mm films returned 
People Significant Tasks 

Taking instructions , helping, serving: 

1. Schedules use of AV equipment and materials in classrooms 

2. Checks out titles by removing cards and inserting date due 

cards 

3. Assists K-1 children to sign names on checkout card to 
check out books 

Exchanging information: 

1. Attempts to identify chu.ld who has not properly completed 
book card by contacting classroom teacher 

Consulting , instructing, treating, teaching, training : 

1. Ins true ts elementary children in check-out system 

Things S ign ificant Tasks 

Handling — moving, carrying, objects, books, materials: 

1. Opens mail and stamps vjith cbte received 

2. Separates returned books by fiction and n,on-fiction and 
places on "returned" cart 

3. Moves titles to circulation desk from and to stacks 

4. Places new books on special display table 

5. Carries AV oquipinont from storage space to classrooms 

6. Packages for return films from interlibrary loan 

Monitoring — checking, standing by activity, object, etc.: 

1. Inspects record discs for breaks, scratches, etc. 

2. Monitors tape docks and calls technician when malfunctions 
occur 

Servicing, performing simple repairs or adjustments: 

1. Changes soiled plastic book covers as instructed 

2. Reinforces pamphlets, booklets 

3. Repairs torn pages in damaged books 

4. Mends broken tape boxes , record albums, etc. 

5. Cleans record discs by V7iping with damp cloth 
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1 . 




6. Splices tapes, filmstrips, etc, 

I 

7. Processes new filmstrips and tapes by attaching trailers 
and leaders 

8. Repairs malfunctioning AV equipment, if simple 
9- Makes minor splicing repairs to damaged films 

10. Inserts magazines in plastic covers 

Operating, controlling, starting/stopping, working machines, 
ob j ect s , materials : 

1. Stamps date-due slips in books and .date- due cards for next 
• day 

2. Clips meurked newspaper articles, magazine articles, etc. 

3. Cuts paper and card stocks of varying thicknesses using 
paper cutter 

4 . Answers supervisor’s telephone 

5. Operates automatic paper punch, automatic stapling machi.ne, 
paper collator, film-cleaning machine, plastic l.aminator, 
microfilm reader printer, check-out machine at circulation 
desk, cardmaster , etc. 

6 . Checks films tli rough film inspection machine 

7. Checks ill returned overdue books and materials and checks 
students’ names off overdue list 

8. Changes cartridge in input terminal to accommodate length 
of time book can be checked out 

9. Operates input tenninal on circulation desk 

10. Produces photocopies of materials 

11. Takes pictures of students and faculty for identification 
and of classroom activities 

12. Produces negatives from black and v;hite films 

13. Inserts microfi.lm negative in microfilm macliinc to display 
negatives 

14. Inspects for erasures by playing recording tapes 

15 . Operates splicing machine 

16. Sets up and monitors AV equipment in library 

Preparing/Set-up — getting equipment, materials, and facil ity 
ready for use: 

1. Cleans office machines weekly — mimeograph, multilitli, etc. 

2. Cleans and maintains glueing machine 

3. Perfonius housekeeping duties not performed by school custodian 

4. Sets up daily date-due machine 
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^ Level I continued 

5. Affixes ownership labels to AV materials 

j. 6. Inserts book card in books and sets books aside 

! 7. Checks student loaded book carts to determine if books 

are stacked by fiction and non-fiction 

8. Telephones other schools in ^stem for AV materials and 
equipment requested by staff 

9 , Services office machines with paper, ink, toner, etc. 

10, Removes cards (for filing) from all new titles 

Storage/Rctrieval : 

1, Shelves fiction alphabetically by author’s last name 

2, Places specific AV materials requested by teachers on 
reserve shelf 

3, Notifies supervisor when expected subscriptions do not 
arrive on time 

4, Inserts pamphlets in binders for storage 

NOTH: See tasks under Library Clerk — District Services — Level I for 

ordering and cataloging tasks, if the individual media center 
performs these tasks for new materials. 

) 

f 

» 

! 
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JOB DESCRIPTION--LIBRy\RY CLERK— -DISTRICT SERVICES— LEVEL I 



The Library Clerk — District Services — Level I will perforin minimum 
level tasks in the district processing center. Thus is specialized work 
including cliecking receipt of now materials, preparing the materials for 
use, operating machines for reproducing catalog cards, filing order cards 
and catalog cards, and packing processed materials for distribution to 
school librai'y media centers. All of these tasks are related to data 
and/or things. 

All work is performed under supervision and most instructions are 
specific for the use of tools, equipment, aid in procedures in performing 
tasks. Some tasks require skill for using several standard sources of 
library information. 

Supervised by: Technical Assistant — District Services — Level III 

or Cataloger- “District Services — Level IV 



DUTIES 

Data Signi f icant Task s 
Copying and coding: 

1, Assigns accession numbers to all nev/ print materials 

2, Places identifying symbols, numbers, stamps, and 
marks on new books 

3, Letters call number on non-print materials 

4, Color codes new titles according to special chai'actcris tics 

5, Separates book order requests from member library a'ceerding 
to nature of order 

6, Marks packed cartons with school number and delivery date 

7, Records number of processed books to be mailed to each 
media center 

Comparing — checking, matching, verifying: 

1, Opens nev7 books and materials and checks against original 
purchavSe order 

2, Inserts original order card in new books 

3, Examines book to determine type of spine-label required 

A, Checks for classification cards for nev; titles 

5, Locates cardmaster pre-printed library labels and packs 
in boxes with appropriate shipment 

CliGcks LC proof slip date files for new fiction titles. 



6 , 
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Lc ve 1 I coat in u e d 

Compiling — filing, gathering, collating, sorts, batches: 

1. Collates new books 

2. Arranges iiev? inaster cardo into sets; removes one set for 
master flic; rubberbands remaining sets and places in boxes 

3. Sorts slips corresponding to master card sets 

h. Separates by type, computer procossed perforated catalog 
cards 

5. Alphabetizes by title boxes of reproduced card sets 

6. Sorts materials by scliools and places on book trucks for 
delivery 

7. Organizes master cards in sets according to cstablislicd 
order and rubberbands each set 

8. Assigns accession number, AV code number, school code number 
to all nev; nonprint materials 

Coordinating: 

1, Arranges for movement of boxes from packing room to delivery 
area 

Things Si gn if leant Task s 

Handling — carrying and moving objects, kreks , materials 

1, Opens mail and stamps with date due stamp 

2, Sorts books by type of covering required 

3, Places master, catalog cards on templates for reproduction 
and removes cards and routes for refiling when completed 

A* Sets fiction titles aside to be held for LC slip 

5. Packages titles for shipment 

Servicing: 

1. Covers books with plastic covers 

2. Shellacs over spine labels on new books 

3. Sands cartons, boxes, etc., before glueing labels 

4. Cuts reproduced catalog cards, sorts by types of card, and 
routes to batching 

Operating: 

1, Ansv7crs supervisor's tel.cphone 

2. Operates automatic paper punch, automatic stapling inaclilno, 
pa))e 3 : collator, glueing niacliinc, paper cutter, cardmaster 

Places ownership stamp in designated places and accession 
number on now titles 
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Level I coiitinued 



/(. Glues spine Icibol on book and glues pockels in book 

5. Prepares paperbacks for circulation by reinforcing spine 
with tape on cover 

6. Produces catalog cards by mulUilith inacliine or photocopy 
equipment 

Preparing/ Set— up : 

1. Cleans office machines weekly and repl.enishos v7ith paper, 
ink, toner, etc. 

Storage/Retrieval: ^ 

1. Shelves books alphabetically by first letter only 



1 
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LEVEL II — 3 Positions 

Library Clerk — Gcncrnl Services 
Library^Clerk — Media Technology Services 
Library Clerk — Dis tri ct Services 

Me ed for Pos i t :i ons 

Tlierc are many routine taslcs on a higher level of complexity and 
reasoning tlian the tasks on Level I. These arc basic to the efficient 
management of the school library media center and they support the ser- 
vice functions of the professional, staff. The sij'C and tyjoe of school 
and the organization of the school library media program v7ill determine 
the number and type of Level II clerks needed in an individual school 
library media center. The increasing volume of non-^pi:;int materials and 
equipment v;ill require a full-time clerk for audio-visual support tasks 
in addition to the clci:k for general services in large schools. The 
district processing center will need several clerks on this level depend- 
ing on the number of schools served and the vol.ume of raatorinls bandied 
in a year. Small Scliools may combine the tasks designated for the 
positions in general services and media tcclinology services, if only 
one l,evc]. II position can be provided. 

Car eer Op portunities 

Providing clerical positions on more than one .level of complex.lty 
creates opportunities for upward inobi.lity and increases the incentive 
for workers to develop career intcre.sts in the field of school library 
servi. ces. Level II serves as the entry level for persons with the re- 
quired qualifications and also for advmiCTruiiGnt for . Level I clerks. 

Making a transition laterally from one Level II job to another can 
be achieved v/ith tl)G help of on-the-job training. 

Level III positions require more general knowledge and an under- 
standing of the principles and theories d: the required Hbrary tasks. 

Tlio successful I,cvel II worker will need additional formal education 
and courses or in-service training in library technical processes. V7ith 
tlicse requirements, tlie Level II v 7 orker may advance to any one of the 
tliree Level III supporting positions: 

Library Technical Assistant — General Services 
Technical As5*.i s tan t— Media Teclinology Services 
Techni cal Assi.s tan t — Di s t rict Services 



MINIMUM RliQUIRKMLNTS 
SlJRh Codings 

5 Training time: equivalent to 11th to 12th grade education 
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Level II continued 



434 GKD: Reasoning to apply principles to solve practical prob- 

lems and deal with a variety of concrete variables 

- Mathematics — 3rd to 6th grade 

- Language — 9th through liigli school 



Worker functions: Levels and significant areas 



1, 2, 4, 5, 6 
1> 2, /, 

4, 5, 7 



Data: Copying, coding, comparing, translating, com- 

piling, and analyzing data 

reople: 49Z do not relate to people; remainder deal 

with talcing instructions, exchanging information, 
supervising, etc. 

Things: 38. 8Z relate to oj^erating equipment, i*eiiiaindcr 

to prcpai:ing/se t ting“up things or storing and retriev- 
ing materials 



2, 3, 4 Worker instructions: inputs and outputs arc specified for 

most tasks, but for some, worker is allowed some 
freedom in procedures and v;ill have instructions in 
manuals , etc. 



2, 3 Task environment: levels and significant areas 

43.2% of tasks arc repetitive or short cycle and 
carried ont according to established procedures; 
23.1% require doing tasks with specific instructions 



Educa tion al Requirements and Abilitie s 

1. General educational experience through the 12th grade 

2. Ability to read on a 9th grade level 

3. Ability to type accurately and V7ith reasonable speed 

4. Ability to interpret and carry out variety of instructions 
furnished in manuals, mathematical, or diagrammatic form 

5. Ability to file in alphabetical order (through complete 
words) and in nuniher sequence including decimals 

6. Ability to perform bookkeeping tasks 

7. Ability to operate office machines 

8. Ability to operate audio-visual equipment and perform minor 
repairs on materials and equipment (for Media Technology 
Services) 



Dcisivah ] e^^Ch^ij: a et. e.ri st ies 

1. Willingness to learn 

2. Sense of orderliness, accuracy, and neatness 

3. Ability to work liarmoniously wi tli people — students 
and lib rary s t a f f 

4. Interest in boolis and reading and in expanding liis 



knov.'ledge 
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J0I5 DESCRIPTION — LIHRARY CLliRK--- GENERAL SERVICES—LEVEL II 



The Library Clerk — General Services — Level IT performs some tasks 
in the same areas as Level I clerks, but Ulie tasks will he more complex 
and varied in nature. Some tasks in elementary media centers are less 
involved than those in secondary media centers. The tasks include circu- 
lating and distributing materials and equipment, ordering and processi.ng 
materials (if those tasks are performed in the individual school), 
organizing, checking, and filing materials. Other types of duties arc 
preparing simple lists, maintaining inventories, preparing purchase 
orders and typing tasks, such as letters, cards, ordci^s, lists, etc. 

The Library Clerk also assists the professional staff in routine ser-* 
vices to students and teachers. 

All work is performed under supervision. Host instructions arc 
explicit and described in manuals, memoranda, or oral and V 7 ritt^.m re- 
quests and identify tools, equipment, and proceclure.s. Some tasks re- 
quire reference to standard sources for information and permit the 
-worker to select procedures and sequence to perform the task. The 
work.cr* may have opportunities to train and supervise student volunteers 
and Level 1 clerics. Most of the tasks are oriented to data and things 
and a few to people. 

Supervised by: Library Technical Assistant — General Services 

— Level III 

or Librarian — Leve 1 IV 



DUTIES 

Data Si gn ificant Tasks 
Copying and coding: 

1, Record rental, orders and amounts in order book 

2, Types purchase orders for titles .sent to bindery 

3, V?rites identification f^mbol on book card for reserve books 
and materials 

4, Writes author and publication data on request forms from 
standard tools 

5, Types form letters for cJ.aiming undelivered magazines 

6, Types forms, memos, and from di ctation equipment 

?• Types catalog cards Vo replace soi.lcd ones in catalog 

8, Makes corrections on typed stencils 

9. Codes returned quest ionnairc'S for data processing 

Comparing—'checki.ng, matching, examining, vcjrifyiiig, etc,; 

1. Checks order cards subnuitted by teachers and staff and 
studeiitM for accuracy cind completeness 



Level II continued 
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2. Checks order files and cnLcilog files to determine if ordered 
title is a reorder 

3. Checks standard tools for inforination to prepare purchafie 
order for nev7 materials and/or verifies 

Checks in returned AV rnatcrials and sends to examination clerk 

5. Checks book card and pocket for matching before checking out 
materials 

6. Checks renewal requests 

7. Checks returned materials for overdue " 

8. Checlcs materials on shelf, in circulation, etc., against 
accession list for annual inventory 

9. Coniparos catalogs against standard collection-building tools 
and notes titles hot in collection 

10. Verifies typed order slips before sending to purchasing 

11. Checks orders received against original order list 

12. Checks card titles of new titles and other materials to 
dcterininc if titles are in catalog 

13. Checks standard tools against damaged titles to determine if 
still available for purcliase 

lA. Checks card and book pocket of returned materials and replaces 
card ill book pocket 

15. Checks card against fine file before chocking out 

16. Searches for correct book card when inco^rrect card has been 
placed in book 

17. Reviews circulation files for overdue book, v?Iien student 
claims he has returned book, and checlis stacks, too 

18. Checks rocoirds , files, and other locations for missing materials 

19. Checks card catalog and shelves, etc., to locat:c books for 
reserve 

20. Checks for spine labeling, cards, pockets, etc., materials 
received from bindery and shelves 

21. Checks witli supcivisor regarding S|)ccific photocopy limits 
for teachers 

Computing ; 

1. Keeps disposition record of supplies 

2. Maintains chronological account of expenditures for equipiiiGiit, 
materials, etc. , by category and cost items and keeps running 
total 

3. Computes monthly report on fine income (by hand or machine) 

, Computes rental rates on order forms for rentod iiuitcrials 
and ccjiiiimient 
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Level II continued 

5. Acids processing cost nnd bills to media centers 

6. Computes postage and insurance charges for mailing AV 
materiaJ.s 

7. Maintains daily, vjcekly, luontlily statistical record of 
activities at circulation desk 

8. Estimates replacement cost of lost book to charge student 

Traiislating — placing information into different language, typing, 

etc. : 

1. Writes information for orders for typist 

2. Typos form letter for principalis signature to notify parents 
of clilldren v7xtli overdue books . 

3. Types mimeograph stencils 

4. Sends form letter to jobber or publisher to explain rejection 
of titles 

5. Takes dictation using shorthand or notehnndj etc. 

6. Completes form and sends notice to teacl^or for assistance in 
obtaining overdue book from student 

7. Completes and forwards purchase order for materials to scliool 
business office for approval 

Compiling-- filing, classifying, etc. : 

1. Compiles daily circulation record of books and AV materials 

2. Reviews overdue books v/eekly and posts names of studeiits 
with overdue books 

3. Assigns budget account numbers for all new orders 

4. Maintains Rol-o-dcx index of cacli discipline 

5. Maintains files for head librarian’s office 

6. Maintains nev/spapor clipping file of library publicity 

7. Maintains inventory of equipment, including date, price, 
serial number, etc* 

8. Maintains address files of publishers, jobbers, and suppliers 

9. Maintains alphal)ct ical file of cards for magazines containing 
title, date of subscription, receipt of eacli issue, etc* 

10. Maiiitains file of comments of magazines reviewed, examiiicd, 
and rejected 

11. Files approved copy of purchase ordei^s 

12. Files suggestions from teachers for nevj materials^- 

13. l^ilcs inatcr*ials in vertical files 

1^1. Files circulrjtion cards 
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Level II con t inu ed 

15. FaMes cnrcls for inlicrllbrary ].oan nialicrialn 

16. Arranges titles by call number and places on book cart 

17. Locates book card in circulation f:llc and attaches reserve 
form 

18. Arranges request forms In alphabetical order by author before 
searching for title 

39. Updates bindery contro] file 

20. Files catalog cards above the rod 

Analyzing — selecting, reviewing , evaluating: 

1. Examines title to determine if it needs mending or binding 

2. Examines reserve form for completeness and quizzes student 
for additional information 

3. Selects dust jackets for display on bulletin boards 

^ 1 . Resolves overdue problem such as charging student for book 
in stacks 

5. vSubmitG orders involving unusual cost, incompleteness, 
rush requests, etc. , to supervisor 

6. Prepares list of v/orks by one author 

Organizing: 

1. Reviews mail and allocates to staff 

2. Sends verifi.'^d accounts payable to head librarian for 
approval 

3. Prepares list, of titles to be discarded and .submits to 
department heads for reviev; and comments 

4. Produces annual list of magazine subscriptions 

Coordinating: 

1. Sehediilcs jobbers to display and demonstrate AV equipment 
for staff evaluation 

2. Plans vjcckly v;ork schedules for part-time clerical staff 

3. Maintains weekly schedule of volunteer students 

Planning: 

1. Estimates number of date-due cards needed for next day 

2. Maintains office supplies for media center 
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Lcvci.1 II continued 

Peo ple Si[.;nlf i cant Tasks 

Taking inst ruction, helping, serving : 

1. Sei'ves as personal secretary to head librarian 

Hixclinnging information ; 

1. Requests teaclicrs to provide l-isL of books and materials 
for pux'chase from annual budget 

2. Directs student to specific subject area locations 

3. Rcfei^s student to professional stciff to answer questions 
beyond his knov/lcdge 

A. Identifies students who are providing l.css than minimum 
services 

5. Attends in-service braining programs for self-improvement 
and professional purposes 

Counseling, persuading, diverting: 

1. Conducts book reading sessions with K-1 cbii.dren 

Supeirvising: 

1. Supervises students shelving books 

2. Assigns students to faculty members for intake interviews 

3. Supervises and directs student volunteers in delivering and 
collecting materials from classrooms 

A. Supervises replacement of books by students — alphabetical 
for fiction and numerical for non-fiction 

5 . Maintains d i s cl p 1. in e in el erne n t a r y media center 

6. Identifies unruly student and recommends denial of 
privileges, etc. 

7. Identifies students not providing services and recommends 
dropping from list 

8. Assigns duties to student volunteers 

9. Supervises activities at circulation desk 

Consulting, constructing, treating — teacliing, training: 

1. Assists K-2 children in finding books to read and/or l)orrov; 

2. Explains circulation regulations to students 

Thing s Si gn i. ficant Ta sks 

llandling-iiioving, carrying objects, books, materials: 

1. Sl:amps ti.tles wiuhclrnv?n from circulation and pulls and 
dost r 0 y s c a t: a log c ;ir d 
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Level II continued 

2, AccopliiJ gifts and sends to librnrlans for decisions to keep 

3. Places requested titles on reserve sliclf ar desk 

Operating, controlling, starting/stopping inachines , objects , 
materials : 

1. Operates electric adding macbinc and ditto macliino 

2, Sends Viingar^lncs , etc., to bindery w:i th instructions 

Storagc/Rctrieval : 

1, Shelves non-fiction books according to Dcv;cy system 

2, Participates in shelf ^reading by exanrinlng shelves to 
determine if titles are properly placed 



NOTE: Sec list of tasks for ordering, processing, and cataloging materials 

for Library Clerk — District Services— Level II, If iiidividual tnedia 
center handles these tar.ks, 

1 

I 

I 

I 

I 

I 

I 
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JOB D]^SCRIPT10!s’---LJ:BPu 4RY CLKRK—MEDIA TliCIlNOLOGY SEKVICES—LEVEL II 



The Library Clerk — Media Technology Serviccs-^-Lcvel II performs 
routine tasks related to the operation and use of. audin-vlsual equipment 
and materials. Those tasks include circulatingj delivery, and monitoring 
the use of cquiinnont, scheduling demons (:rnt ions , keeping records, and 
tnalciiig simple repairs. Producing trairsparcncies, operating n micro-- 
reader printer, taking pictures, monitoring student response terndnais, 
instructing students in the use of the tape recorder and other equipment 
are some of tlio medial technology services performed by the cJcrl; to 
assist the specialist in media technology or the librarian to implement 
media services and programs for students and teachers. 

All wold; is performed under supervision. Most, i.nstructions are 
explicit and described in manuals, memoranda, or oral and written re- 
quests and identify tools, equipment, and prccedures. Some tasks re- 
quire reference to standard sources for information and permit the worker 
to select procedures and sequence to perform the task, lie may have oppor- 
tunities to train and supervise student volunteers and Level I clerks. 

Most of the tasks are oriented to data and things v?ith a few oriented 
to people. 



Supervised by: 
or 
or 



Technical Assistant — Level. Ill 

Specialist — Media Technology ServiccS“-"Level IV 

Librari an--Gcnoral Services — Level IV 



DUTIES 

Data Si gnificant Tasks 

Copying and coding: 

1, Prepares for typist catalog list of AV materials uvailahlo 
in media center 

Comparing — checking, matching, verifying : 

1. Examines orders for completeness for AV materials and trans- 
mits for typing 

Translating — placing infornuation into different language, etc,- 

typing: 

1. Describes malfunctioning AV equipment and transmits for 
typing 

Compiling — filing, classifying, etc , ; 

1. M{\lntai.ns card i.ndcx of AV materials and one of equipment 

2. Maintains files of maintenance agreements for equipment 

3. Maintains chronological, list of expenditures for AV equip- 
mc n t a n d ma t c r i a 1 s 

4. Piles brochures announcing nev; AV materials after screening 
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iCvcl II continued 



5. Files uugacstions of taachcrc for purcliasc of AV matcrialr. 
and cciuipnicnt 

Coordinating: 

1. Allocates and scliedulcs scarce equipment and materials 

2. Maintains v/oelvly sc.liedule of students aSvSigncd to television 
and radio studios and assigns tasks 

3. Maintains schedules for use of AV equipment and materials in 
media center and classrooms 

A. Coordinates use of AV equipment — video system, projectors, 
tape recorders, etc. 

Planning: 

1. Maintains consumable supplies for AV needs 
People Si g nificant Ta sks 

Taking instruct i.ons— -helping , serving : 

1. Assists students to searcli files foi* AV materials 

Fxclianging information : 

1. Notifies scrvlcGiuan of problems with AV equipment and 
authorixes repai rs 

2. Sends form to tcaclier indicating requested film has arrived 
from in t e r 1 ih r a ry 1 o a n 

Consulting, constructing, treating-- teacliing, training: 

1. Instructs students in setting up and operating a variety of 
reading and teacliing macliines, projectors, etc. 

2. Provides tGclurlcal assistance *'on floor** in terms of student 
requests and needs 

3. Tcaclies high school st\idcMits to operate video recorder system 
Tliln gs Si gni f i can t Tas ks 



Monitoring — cliecklng, standing by, observing activity, objects, 
process , etc. : 

1. Examines and troubleshoots AV equipment in response to 
requests from iners 

2* Monitors student response terminals and when problems occur, 
notifies supervisor 

3. Monitors subsidiary teimiinal during classroom tests as 
data is fed to a computer in anotlicr city 

Monitors sLudcr.ls operating video recorder system 
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Level II conliniicd 



»Scrvicing — performs simple repairs or adjustpjonts: 

1* Performs first escliolon malnlicoancc on v.’icle array of AV 
equrLpment 

2* Performs minor maintenance on art prints by touchlng-up 
frames and cleaning prints 

Operating — controlling, starting, stopping, or working machines, 

objects , materials : 

1. Che cl: s OLit AV materials 

2. Oversees distribution and return of rental films and films 
from in ter library loan 

3. Operates keypuncli machine, and otliers, as needed 

A. Lxamiues and test operates ncv7 AV equipment to insure proper 
functioning and to faniiliarixe self witli operation 

5* Conducts annual demonstration of AV equipment for teachers 

6. Checkr, AV mnchiiics and sets aside malfunctioning equipment 

7. Operates cameras — 16 nim, 35 imn, etc., to produce slides, 
motion pictures of classroom activities, etc. 

8. Operates recording tape duplicating machine 

9. Connects telephone to tajio deck for students to receive 
taped raaterlals by telcpliono 

10. Produces transparencies for classroom teachers involving 
little or no artwork and using simple tools and office 
ma chinos 

11. OpcratcG reader printer to retrieve reference information 

12. Constructs display materials, such as posters, scrapbooks, 
felt images, cartoon cliiivacters , etc. 

13. Produces punched tape of classroom test data to be trans- 
mitt cd to coiriputcr 

lA. Relays instructions for clnssrooiii test to computer terminal 
via telephone and teletype machine 

15. Tests program on coinpiitcr 

Propciring/Set-up--gctting oquipinoiit , materials, and facility 

ready for use; 

1. Prepares student response terminals and cliecdts before eacli 
classroom test session 

S torage/Re t r:i oval : 

1. Keeps keys for closets with expensive AV eqvjipment 

2. Gives students AV equlpir*ont and laatc.rials as specified 
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T Level II. continued 

3. Locates oquipiricnt and innLcrlals upon rcquc.st 
I*" 4. Retrieves Tnntevi als in stacks for nin crofilming 

5. Stoves recorder tape recordings and video ttipcs 
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JOB DKSCRIPTIOK — LIHIJARY CLEPJC— DISTRICT S]*:rvVICHS— LEVEL II 



Hie Library Clcrk-^-Dis Uriel Services — Level II works in the disirlcU 
processing centej: ami perrorms the routine tasks related to processing, 
catal.ogi ng, and distributing print and non-}vrint matc.rinl.s for use in 
school librarj^ media centers* Tlic Uasl;s include cbeckliig the receipt of 
orders, typing c.atalog cards, stencils, orders; clieclcing and verifying 
cataloging infornation; sox'ting, inatcliing, and filing order cards and 
catalog cards; maintaining supplies; arid operating inul.Uilitli, mimeograph, 
pliotocopying, and other reproduction machines. Taslcs involving ordering 
of luntcrials may be cither a part of the processing center or the indi- 
vidual school media center, 

AT]. V7ork is performed under supervision. Most instructions are ex- 
plicit and derjcribc-id in manucils, memoranda, or oral and vnritten requests 
and identity tools, equipment, and procedures. Some tardcs require prefer- 
ence to standard sources for information to perform the task, Tlic worker 
may have the opportunity to train and supervise Level I clerks. Most of 
the tasks arc oriented to data, a few to people and things. 

Tlie library clerk in the district processing center carries out 
non-professional tasl;s, v?hich support and assist the catalogor In iinplci- 
menting the services of the. processing center. 

Supervised by: Tecbnicnl Assistant — District Serviccs“-Levcl III 

or Catal ogcr--Dls Uriel Services — Level IV 



DUTIES 



Data Sign ificant: Tas ks 

Copying and coding: 

]. . Types cards for catalog upon receipt of book processing form 
whi eh des crilics s teps 

2. Pre])ares sliolf list of new titles and submits to supervisor 
for checking 

3. Mal:os corrections on typed copy ns directed 

A. Chocks sources for form of author *s name and types on bool; 
slip 

5. Types on book slip descriptive information from title page 

6. Types pockets, cards, spine labels from supplied :lnf r.’rmntion 

7. Types ovjnership labels for AV materials 

8. Writes classification number and otlier information on desig- 
nated page of ncv7 title 

9. Types purchnsc-: orders from prepared draft Information and 
gives completed form to supervisor for inr:pc!ct:ion 

Types form l.cttcnrs to acconpniiy o7:dei: to jobbers and pul)- 
lishcrs 



10. 



Level TT coiitiinuocl 






11. Types form lcl:l:crrs to jobbers requostirig eAplmiation of 
overdue book orders, etc. 

12. Examines invoices and v;rJ tes price for new titles on orig- 
inal order slip 

13. Types inultilith masters and mimeop.rnpli stencils 

14. Records on charge sheet, checks rocedvod from incuaber libraries 
and sciulr. check to accoimtjng 

15. Preparer, purchase orders for paper and reproduction suppl.ies 
an d s ubm it s to s upe rv is or 

Coinparingj; — checking, matching, verifying, etc.: 

1. Verifies data on order forins by checking verifying sources 

2,. Checks receipt of orders against original order list 

3. Checks received materials against packing slip, initials, 
tand send packing slip to billing 

4. Selects form letter to be sent to jobber upon receipt of 
incorrect order 

5. Checks for accuracy typed catalog cards 

6. Checks new titles and accompanying cards, Initials control 
card, and routes to processing 

7. Checks for author’s name for nev? titles 

8. Checks LC call luunbers against code book prepared by staff 
v;hen assigning call imml^ers to new titles 

9. Checks for LC number on titles not in master file 

10. Chocks titles' on storage shelf against each order of LC cards 
received 

11. Ibr/nnines nev/ly cataloged books b^^ examining spine label, 
pockets, accession nmiiber, etc. 

12. Checks invoice vouchers for uiatlieiuatical errors luforc. send- 
ing to supervisor 

13. Compares LC proof slips v:ith title page of book and types; 
descriptive Ccitaloging information on book slip 

14. Compares uumuscript ciaird vri.th title page of nov; title and 
amends or adds to card according to prescribed insLrucLiuns 

Computing: 

1. Inventories pi’ocessing center bi-*annually rind keeps disposi- 
tion record of supp.1 ies 

2. Coiu]>l(‘l:cs billing by adding processing costs and transmits 
to accounting 
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Levc] 3.1 continued 



Trniittlatinf.i, — placing information Into different langua^‘;c*-*typiny: 

1. Revises printed cards received with ne\; titles to accommodate 
library classJ f iention system procedures 

2. Sends rejected titles to jobbers or pubJishers vjitli form 
letter explaining rejection, and action to be tcikcn 

C o m p i 3 i.n g-- - * f i. 3. i n g , cJ. a s s i. f y i n g : 

1. Assigns budget account numbers for all new orders 

2. Processes art prints and films by a5islgning accession numbers 

3. Maintains files for calalogcr's office 

4. Maintains inventory of equipment, inc3uding date purchased, 
price , serial number, etc . 

5. Maintains address files of publishers, jobbers, suppliers, 
of materials and equipment 

6. Maintains slielf list of titles purchased by all media centers 

7. Maintains files of mnltilit3i masters and stencils 

8. Files app7;ovcd copy of purch£isc orders 

9. Files nev; master shelf 3 1st cards 

10. Filcf.* original LC cards and paper tapes 

11. C3.assifies fiction titles using Dev;cy Decimal System 

12. Checks standard tools for catnJ.oging information for titles 
on V7hich no LC card is avaiiabie 

13. C!)ccks standard tools for data and information to complete 
cards in new titles 

U, Checks she3 f 3ist for data for producing preliminary 
c3 ass if i cat ion cards 

15 . Consults sliei.f lis t in tnsigning accession numbers 

Analyzing — examining , selecting, reviewing , evaluating; 

]. Selects and revises, if necessary, form letter to jobber 
or pub3.1shcr 

2. Sul)mits to supervisor book order involving unusual cost, 
incomplete information, rush reque.sts , etc. 

3. Dctci'mines method of reproduction*— photocopy , mul.ti3.ith, 
etc., for inateirinl.s to be rcj)ro(luccd 

Organizing: 

1. Sends verified accounts payable to cataloger 

Coordinating ; 

1. I’lans v;c!ekly v/ork sclicdu3.es for part-time clerical, staff 



Level II continued 






rianniiif;: 

1. Haiiil.nJns office supplies for process.! iij; center 

2. Orj^niiizes by priority new titles received for eatalo^viiifi 

Peo ple tS:i p ,ii j f le ant Tasks 

Tfjklii{i iiistructions—“lielpiiij >5 serving.;: 

1. Serves ns personn.l secretary to cntal o[^,cr 

Ex ch n n i\ in g i n I: o r ni n 1 1 o n ; 

1. Attends in-service training pro^^rams for solf-iiiiproveiiicn t 
and professional purposes. 

2. Tclciplioncs for biographical data on authors not in official 
card catalog 

Siipc'.rvis:! ng— -assigns duties : 

1. Accepts new l)ooks and nuthorxxes to be collatc-.d 

2. Directs new books to be stamped v;ith ovaiership stamp*, 
accession nuiubei’ , etc . 

3. Directs clerk to verify orders received from system raembers 

Consultn ng — constructi ng , treating, teaching , training : 

1. Ansv;ers processing questions received from sys tr*m luerabcrs 
and refers i)olicy or procedural questions to cataioger 

Tl 1 :i.n [ ys i i f i c a n t Ta s l:s 

Operating, controlling, starting/stopping, or working machines, 

objects , inato^rials : 

1 . Operates electric adding machine 

2. Tc.lophoncs publislicrs, jobl)ars, etc., for orders of unur.ua] 
expense, rnsli , etc. 

3. Operates Flexowriter iiiachiiic to produce catalog cards from 
tapes 

/|. Operates multilith machines to produce catalog cards from 
masters 

5. Places luLcroforni card on micro-reader and records appropriate 
cataloging data 
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Level IT. conl:iniied 



^f3 



S t o r a ('.e / Uc L v i c v a 1 : 

1. Retrieves from files order forms 

2. Lociites master catalog sets upon notification of errors 
in card sets and gives to reproduction for correction 



NOTK: ProcGSoing centers use various classification systems, IX, l)ev?cy , 

pr.i.ntcd cards from commercial sources, etc, Tliercforo, all types 
of tasks relating to these systems are included in this .list. 

The individua]. sy5.;tem would not use all. of Lhcin. 
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LICVKL 111—3 Por.iti.ous 

Lllu’ary Techn:lcal Aj^Jsistiant — General Servicon 
Teclin Leal Assistant — Media Tcclino.l ojiy Services 
Technical Assis Lant — District Services 

Noccl for Pos.I tions 

In view of llici iricrcasinf;, demands for media services and the expan-- 
sion of media aclivitieSj tlie scliool library media cciil:crs have a grov;ing 
need for middle-^level positions in the technical assistant categories. 

Tlie manpov;er shortage of professional lilu-cnrinns makes it essential to 
))rovidc assistants on tliis level wlio liave an understanding of the under- 
lying ])iineiples of various aspects of technical processes and some 
training in media-related skills. Technical assistants can assume 
responsibility for technical functions and al.lov? the professional staff 
more time to devote, to tasks requiring their dcptli of luiowledgCj and 
profession al t ra in in g . 

The technical assistant operates on a liiglier level tlian the library 
clerk and performs more complex tasks. Kacli of the three categories re- 
quircjs .special technical knovzlcdgc in general library services or media 
technology or processing and cataloging of materials. 

r ^e r 0])p o rt uni t i e s 

The middle-level position of teclniical assistant offers additional 
career opportuuiti.es iu the field of school library media services. The 
three categories will be incentives for Library Clerics “-Level II to seek 
further education to qualify for these positions, when they have demon- 
strated a potential and an interest in fidvaiiccment . These opportunities 
encourage the retention of pci'sonnel wlio perform satisfactorily on tlie 
job. Tl\o position is also the entry level for personnel, \?ho have tlie 
required qualif ica tions . 

Teclinical Assistants v;ith successful experience in any of the tlnree 
categories may transfer witliin the tlircc categories, provided they meet 
the requirements for the spcci al ixed jol) through in-service ])rograms or 
educational courses and satisfactory experiences . 

Tlie middle-level position vrlll providci exporienco.s for doinonstrat- 
ing poLoiitial abilities for lihrarianslri p and \7ill be an incentive for 
the technical assistant to contiiiiio Iris general educational training in 
a college or university to qualify for giradiiate library school. With 
the required (raining and satisfactory perf orr-iancc , the technical assist- 
ant V7ill be eligible for any of tlu’ three professionnl positions on 
Level IV: 



Librarian — General Services 
Specialist— Media Techno! ogy Services 
Cataloger — District Services 



MINIMUM ]l]'QUIKF.Mi:NrS 



SEW) C odj 

6 Trirl.nin^; Timci: Equivalent of 33 to 33 years oI education 

443 GTJ): Reasoning; lor app3.yinc principles of rational system 

to solve, practical problems and interpret a variety of 
instructions in bookf; and manuals and In mathcTnatical 
an d c.l lag v a mina tic for ni s 

Mcitbematics : Gtli to 9tli f^rade 

l^an^uat.e: Post-bi.^h school linouintic experience 



VJorkor functions: sif;nif leant levels and areas 



6, 9 
4,5. 8 
/>, 5 , 8 



5, 6 



7, 9, 10 



~ Data: 41.6% relate to exrrmininf., selecting, reviev/ing, 

and evaluating data vrithout appli.cation of theory and 
1 97o relate to pi an n i n g 

- rcopl.e: 20.1% relate to supervising; 31.6% relate to 

serving as a source of information and training others; 

19% of tlie ta sl:s do not ajiply to people 

- Things: 20% relate to operating macliinos , objects, 

materials; 22,9% relate to getting equipment, materials, 

- facilities ready for use; 36.2% do not apply 

Worker Instruct ions : significant 1 eve Is and areas 

- Service is specified in assignment in a ineinorancUnn, 
manual , or request, but vorker must understand whys of 
options and may have to read professional literature 
for 40.9% of tasks; 28.2% may require some creative 
use of theory Ijcyond standard sources 

Task environment: 29.5% relate to influencing and informing 

people in their attitiulcs, etc.; 18.2% and 19.4% refer 
to evaluations for arriving at generalixations , judgments, 
or decisions 



Kd u ca t ion a 1 Re q ii ir ernf ni t s aiul Q ualific at ions 

1. General ediicaCional experiences of 13 to 15 years of school 

2, background knovjlodge and skills in the follov;ing areas obtained 
through formal courses or deinonstratcd proficiency through 
successful experience in a library situation 

-- general library services and techniques 

~ circulation services 

- skills in basic rcfcrenc.o techniques 

~ skills in tcclini.cal phases of ordering, processing, and 
cataloging materials (for District Services) 

- production and reproduction techniques 

- ordering, operating,, maintaining various types of AV equip- 
ment (Media Techno] ogy Service’s) 



^6 



- operation and ul:ili?:ation of e.Tcctrondc clo.viccK (cloGirablc 
for Heclla Tcclinology Services) 

3. Al>i.lil:y to pass minimum Lyplac* test (accuracy and neatness 
important) 

4. Ability to interpret and carry out a variety of instructions 

5. Abi.lity to teach the operation and v\sc of AV equipment in 
non-teclinical and simple language (Media Technology Services) 

^ ^c>^i rablc Ch a rja e t er i. sties 

1. Willingness to Icrarn 

2 . Qualities of tael , initiative , and judgment 

3. Ability to guide and supervise otliers 

4. Ability to v7oi:k liarmoniously v;itli people — students, teachers, 
an d 3 ib r a ry staff 

5. Some bacl:ground l;nov7].eclgc in books, reading, Distening, and 
viewing for leisure, activities and a desire to expand liis 
own kiiov.»ledge 
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JO]] DI-SCKXrTJ.OM— MBKAIiY TECIINJCAI. AfiSTSTAMT^-GJlNKliAl. SKllVIf:i:S-~LKVi:L III 



The library Technics]. Ao.si nt.rmL*—Genr*rnl Service?: — Level III perfonruS 
la.sks to nosirjt the ])roJ;c.‘:r.louril staff in the teclnrical aspects of oper- 
atinf; tlic sclioo]. library mcflia center. The functional m:e.as incIucU'. c:i.r~ 
cul.ntion services, irjaint.aininp, inventories and information files, preparing 
orders, hcejiing statistics, planning displays, pr**.paring simple bibliog- 
rapliie.s, assisting tcaclicrs and students in locating mnteri.al s , giving 
simple instruction in the use of basic library tools, training and super- 
vising lilirary clerks ami student volunteers. The knov;lcdge, training, 
and experience of the te clinical ass is t. 'in t v/ill determine the extent of 
his assisting the librarian in reference v:ork and reading guidance ser- 
vices . 



The duties of the technical assistant arc coordinated and interre- 
lated v?ith tlioso of the professional and supporting staff to provide 
effective overall scliool library iiicdia service for students and teacliers 
and to. inal;e it possible for the librarian to have more time to promote 
programs requiring his professional knowledge and eyperience. 

The service for this level is specified in assignments in memor.'mdum, 
manuals, or requests, but tbo v/orkcr may v/orl; out procedures and sequence 
of o])oration to accompl.lsli his tasiks. He is expected to apply theory so 
that he umlerstamls the options and he may have to gain some undeirs tnnding 
through reading professional literature. Even though he may liave respons- 
ibility for some services, he v?orks under tlie guidance of the librarian. 
Most of the tnsl;s arc data and people oriented. 

Supervised by: Librarian — Level. IV 



DUTllkS 

f C t^i- f i can t 'JVn sk ?; 

Translating-' placing infonaati on into different language : 

1. Reduces statistical data to tabular or graphic form 

Comp i. 1 i n g- — f i 1 in g , cl as s i f y i n g : 

1. Assigirs subject headings to pamphlets and materials for 
pamphlet files using standard library tools 

Prepares simple bibliographies from standard reference 
tools 

Analysing — examining, sol ectiiig, rev levying, evaluating: 

Collects data and information regarding material or 
equipment f ro*)i sal esinen and racomnie.nd.s action 

2. Seloct.s depar tir.ent to receive and evaluate titles 

3. Detei:m:inr»s vcrificaticm sources to be used j.n cliecling book 
order form and instructs cleric 
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Lc‘vo.1. TIT. conliimiod 



^iS 



A. Nolc.r; ^»nps in col3ecl:Lons and recuiMmcndf:; t.o super- 

vi.sor t o piircliaso or micro film copies 

5. Uoncin nevspapery, amines, pamphlets , etc., for laitdcles to 
include in vc'.rl:icnl fi.1e 

6. Reviews vertical files and remover, obsolete and dated 
material 

?• Identifies ti.tlns unsuitable for binding or not in print 
mid schedules for future. nucir)f i.lminj; 

8. Kovio.vrs slielvcs and removes titles in poor condition or obso- 
lete 

9. Prepares reading l.ist.s of special materials on topics for 
elementary teachers and submits for approval 

10. Grades for completeness and aiithentieity reports from 
students enrolled in elementary media center reading program 
and t r i in s mi t s to teach c? r s 

11. Visits other libraries to l.carn of nev? possibilities, ideas, 
etc. , in media center operation and inanageinont 

12. Evaluates media center procedures and tcchniquos and recommends 
d 1 an g e s t o s up e r 1 f j o r 



0rgani.>:i ng: 

1 . Designs form letters 

Coordinating: 

1. Assesses student traffic and determines scheduling of clerks 
and .student volunteers to pirovide service 

2. Schedules uorksliops for teachers in operation, utilisiation , 
and possibility of AV ccjuipinent 

3. Coordinates and supervises rearrangemonts of physical facil- 
ities in media center 

^ 1 . Traiismits upon request statistical data and otlicr materials 
reporting on activities in media center 

5. Arr«'uiges and supervises annual open lioiisc program for parents 

6. Oversees publication of ncv:slcttcr announcing and describing 
media c o n t f ; i; a c t x v i 1 i. e rs 

Planning: 

1. Reviews suggestions from l:eaclio.rs for maga:^iiics and makes 
decision. 

2. Develops pi’omotionnl programs by revlev7.ing ideas of others, 
rcv;iev;ing liicratin'e, and o:n Initiative 

3. Sets policies and procedures for book fairs, exhibits, etc, 

4. Devcilops book fa.irs, exhibits, clc. 
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Lo . ve 1 I ]■ J con t: i n uo d ) 



5. Solcctf; Llicn’Oj display materials, and deai{^,n for seasonal 
or topical events 

6 . Sets up inven tory schciv.e for con l:rollin{» equipraent 

7. Jievievjs and dcveioj>s forms for rocord-Ueeping procedures 

8. Identifies statist;! cal data to be tabulated and filed for 
ci r c 111 a t j on a c t j vi t' i os 

9. determines timing on records' and files Lo be lualntcaincd or 
destroyed in incdi a center 

10, Roads or scans now titles to familiarize self with collection 

11, Determines binding policies and ]n*occdnres for magazines — 
color, kind of binding, rl:c, 

12, Prepares reports on circulation procedures and matters 
relating to operation and transmits to ] ibrarinn 

I^eople S j y , n i f i c ant T 1 1 s 1; s 

Kxchanging information : 

1, Conducts reader interest surveys in media center 

2, Provides oral and informal evaluation of clerical staff 

3, Maintains liaison V7ith public librarians to provide informa-- 
tion for need for reserve shelf for students 

, Screens salesmen 

5, IdenllflGS problem children (behavioral or InLellcctual) 
and reports to teachers or guidance personnel 

6, Assesses student socio'-cc.onomi.c background to determine 
whether to cliarge fine, for overdue or for lost book and 
how much 

7, Conducts interviews v;ith cle.rical applicants and relays 
rcconiincnda Lions to personnel office 

8, Miiiii tains contact with mass media representatives 

9, At tombs in-service training program for self-improvement 
an d p ro fe s s iona 1 pur pds e 

30, Attends staff development program 

Counseling— persuading, diverting, teaching! 

1, Identifies communj.ty resource persons to serve as speakers, 
parti ci pants , clc, 

2, Assists teachers in materials oearcli, bibliography checks, 
etc, 

3, l^efers student to public library for materials not in media 
cen (;er 

titles to child ’‘en to read 



i 
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Lcvetl 111 coal:Jiuicd 

5. Visits cla!r':si:ooinfJ to cx)).1 c*{;hi and CMiroll clilldron in planned 
rondii'jp, program 

6. CojinultG v;ith students providing less tluin minimum rcqui]*ed 
services bcfoirc reporl:ing to supervisor 

7. Recruits volunteers by inGotiiig with individiinls or groups 



Supervising — assign.s duties : 

1. Instructs cleric to list students with overdue books , \^rifies 
and scuds list to principal office 

2. Supervises student volunteers at v;ork 

3. Plans work activities and supervises clerks 

^ 1 . Assigns jicw clerks to in”Scrvice training 

5. Instructs clerk to send materials for bindj.ng after annual 
check 

6. Instructs clerk to ]n‘cparc; form letter to be sent out over 
principal’s signature to parents of students with overdue 
materials 

7. Determines rules of conduct in media center 

8. Instructs typist to pi*cpare order for materials 

Consulting — construct:! ng, treating^ teaching: 

1. Provides orientation for students in use of center 

2. Conducts .summer reading program for elementary students pro- 
viding stimulating ri^ading exercises, motivational devi.cn.s, 
and extensive interpersonal relations with children 

3. Provides ’’floor" service in reference tccliniques, reading, 
use of vertical files, etc., in elementary media center 

^ 1 . Kxplains work:lngs of card catalog in classrooms, to individu- 
als, and to groups of students 

5. Assists elementary cliilclren in literal:iire search 

6. Conducts group discus.sions with students from film sliowing.s 
and book tall;.s 

7. Providcn orientation on reading programs for cl emeutcary 
students a.s ind:i.v;i dual s and in groups 

8. Tells stoi'io.s and rend.s boolis to interest elementary cdiil- 
dren in books and media center 

9. PsCsponcks to direct que.stions on i ntorpretati on of book.s, 
inateri.als, etc. 

10. Trains volun toer.s 
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Level 111 continued 
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NegotiaLin ji: 

1. Confers V 7 iLli supervifior regarding magazine sul)5;c]‘iption.s 

P ? ingn S:i g ni Cicaa L Task— Preparing/ Set-up : 

1, Sots aside selections relevant to special topics upon 
request of teachers 
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JOB ])i:s(:iVj]^7‘iow--Ti‘:c!iKj.c:Ai, Assj;frry\r:T--Mr.n.iA vic)nm.0G\ si'J^AncKS-'-Li'Vr.L m 



Tito Tecim ical /.ssisLnaL— -MecUa Tedmolof^y Sorv.i cc*.s-"--Levol HI per- 
foriiiS spocir. J.lzod tns-.Us related to tlici tcclin.icnl anpocts of audio'-visual 
mate.rinLs find equipi icait . Some of the tae.f.r. include clemo-ns Lration oper- 
ation, and ti'a.in .!*.))[; In the u:;o of a \:ide ranj'C of aud.lo-vi oiial c.qujpinont, 
Incl ud.inj; soioe hno-rled^'C of elccLronie dc.vicen, co;r.puLors , data procciss- 
jug. Other rc.'3pons:Ll:)n l.it.Los are procurGnicnt and main tonrincn of audio- 
vJunal mnlerrials and equipment , production and reproduction of instruc- 
tional mnterlnlr, , tachnlcal arn3i«trmee to tenchern mid students In 
radio and television productions and video tape systcans. 

The duties of the Tochnicol Assis tant— Ke.dia Teclmolo^y ServlccG 
nrn coordinated mid .interrelated v;ith the. duties of the supporting' and 
the professional staffs to prov.tdo effective media services for al3. 
student.s and toacherf; . In assisting, the Speciali.st — Media Tcchnolop,y 
Rerv-Lccs — Le.vcl IV, the tcclmlcinn impl.oments the non-professional tasks 
and inal;es it possible for the Spcciallnt to have more time for pro^'.rams 
and activities, \diich require his prof c.csJ.ona] training and expertise. 

The service for this level, is speci.flcd in assignments in momoranduin, 
manuals, or requests, but the v:orker may v;ork out procedures and sequence 
of operation to accomplish his task.s. He is expected to apply tlicory so 
that he understands the options and ho may have to gain some under?:; taiidxng 
Ihrouglt reading professional litcaMluro. Even though he may have the 
responsibility for some sevvicos, Ivi v;orks under the guidance of the 
media 5;peclallst or the librarian. Most of the tasks are data and people 
oriented. 



Supervised by: 
or 



Specialist — Media Technology Services — l^cvcl IV 
Librarian — General Scrv ices — Level IV 



DUTIES 



Da ta S ignifica nt Tasks 



Analyzing— -examining, a electing , reviewing, evaluating: 

1. Sc:lccts brands and kinds of AV equipment requested from AV 
curriculum designer 

2. l\Gviev;s journals, brochures*. , and other publicatiouG to £’.crecn 
AV equipment, and produce*. list for reviov/ 

3. I’^valuaLes usage patterns of renl**l films and decides to con- 
tinue or d.i scoiiLinuc leasing arrangu,,»cnl.s or to purchase films 

4. ICxamincs annually inventory of AV materials to idenlify out- 
dated iiml cvials and ivial:es rueommenda t i ons for discard 

5. Evaluales clnmagod AV materials and decides vdiether Lo repair, 
discard, or trade in 

6. Checks, analyzes, and grades for accuracy, coiiiplc^tonesK and 
a])propri atenc‘ss, guides «nif1 v:orksIiecd*s based on AV materials 
received fx^oia clemcntaiy ?;tuc1enl:s 
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Levc;l. Ill condiiuad 

Coorcl:innLln£^: 

1. Aul:hor:Ly.t‘S sl:udciiil:s to remove ncccysory cquipincnt and supplies 
from Ic^cIvOd fit:ora£;e spneos for use in closed circuit. TV produc- 
tions in nio.clJa center 

2. Approves sclicdulinj; test demoiistration of AV ccjiiipinant and 
materia] s 

I’lanniu'' : 

1. Visits book stores, travel af;cncies, etc., for niatorials for 
media center 

2. I)osi[5UH, storage systens for tape and disc i*ecorclings , films, 
video tapes for radio and television studios in school 

3. Plans u Lilij^.ation of available space for media center tele- 
vision s tudio 

4. Evaluates and revises clrculal:ion system for AV equipment and 
materials 

Ik^o plo Si p^ nlfic ant Tasks 

Jilxcli an p i n g info rma Lion: 

1. Provides sliidos and otlici* materials based on travel and per- 
sonal experiences— upon request 

2. Grades s*.tudents on application of teclmiqucs and par f ormance 
in operatinp, equipment and coordinating productions in closed 
circuit televir.ion studio 

3. Attends staff development programs 

4. Attends in-service training program for sclf-lmprovciueut and 
prof e s s i. ona 1 p i n'po son 

Counseling , persuading, diverting; 

1. Assists teaolicrs i.n AV materials soarcb and use of cqii:L])inent 

Supervising — assigns diitie.s ; 

1. Instructs typist to prepare purchase order for AV cquipineiit 
and materials 

2. Instructs elerli to send equipment for maintenance follovjiiig 
annual check 

3. bisciplinos studcuUs in television studio during productions 
and ins tiructional sessions 

A. Shows film and ansv;ors questions during shov/ing 

5. Supervises ongincfir assigned to handle tcclinical problems 
in tele V if*. ion studio 

6. Supervises instructional rcadio studio 



65 



S 



I 



T 


Level ITT. 


continued 


1 


Con ruil ting, i ns tiructririg, or t re a ting*-*te niching, 1 7*aining: 


T 

] 


n 

J . 


Provides in-servicc training for students in operatioii , 
inaiiitenance of AV cqulpii.enu 


i“ 

j 

i ^ 


2. 


Makes self availnhle on '‘floor” to ansv/fn: questions iregaird*** 
ing use of AV materials and equipment 


3. 


Pirovidcs individual assistance in completing vorksheets and 
other materials involving adaptation of AV m^iterials 


i 

i 


A. 


Provides Ledinical assistance to teachers cUn'’iug conduct of 
AV programs 


1 

1 


5. 


Instructs .secondary students in stringing micirophono cables 
and other equipment used in product i<7n of radio or television 
p rograms in mod i a cen t e r 


i 

1 


6 . 


Instructs students in classification systcra of cqui.piuciut used 
in radio station and supervises I'eplaceinent of materials and 
Gciuipmcn t 


i 

i 


7. 


Instructs and supoarvises students in direction of radio pro- 
grams in school, radio station including use of iniciroiihono, 
ondcrstc’-uiding hand signals, voice clarity, special .soinid 
effeelF:., cueing up tape and disc recordings, etc. 


1 


8. 


Instructs students in simple radio aiinouncing skills, such as 



the proper v;ay to tc].] time, wcntlier rcpo 7 :ts, ctCi 

9. Inr.tnicts sLiulciits liov; to v;rj.te Bcript?^ and pr-esent on air — 
nevjscaj;; t5j , diuic jockey, coinmerclals , clc, 

10, Teaclicr. ytuclcjiln to aerve as floor c1i7rcc(:or.s during taping 
of cloyed circuit telcviyj.on 

11, Supervises and provider technical ass istcuicc in editinj; 
live, pliysical, and electronic video 7:cceivini;; materials 

12, Teaclies stiuicnLs mc!clianlcal operations in closed circuit tele*- 
vlaion studio*— use of micropliones, control of lights, switch 
mechanising in control room, sound system, *’ridc gain*' in con- 
trol rooin, how to operate film projector to control trnns- 
mission of film, operating camera, etc, 

13, TcadivS students inech:u,lcs of video set design for instruc** 
tional pj:ograms----i77 terviev’-typo shows , travel talks, etc, 

14, Supc.rvirses and provides leehnical assistance to teachers 
and students in aspects of producing original, video produc- 
tions 

15, lllrocLs video dcpairtment by coordinating use of equipiuGnt 
student aides, tcnclie7*s, materials, etc. 

16, Irxplains data ronltoined on computer print-out shexits to 
media center staff 



\ 
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Love] III conl'inued 

1. Dir,cu 5 j£;eK V7xth nuporvisor and rocoirjinomJs AV cquipnienL needs 
for iJiodia center 

I Mon torin p/— advj sin g: 

1. Servt-s as faculty advdsor for seconcLn^y school broadcnsl 
club 

I 

1 Th -i. n gs i gr^:[ f 1 cant Tasks 

Preparing/J^-l^'-iip * 

1. rrogrnms classroom test data for computer terminal 
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joi; Dr.s(;in;pT]ON---Ti;cjiL^icAL Asrr.rsTANT- -i:)’j.s:]’]in:r SE]ivi(;ivS--Lir\n-:i. 1:1:1. 

Tlic Tecim i.cn.l A,^rs.lPl ;mL"*-l)j So. f:vlc.cr» — }.,ovc 1 ]:i:i ]^oi'.Poi:i;in 

f;|>c*r;i fnsk.s in LIjo cli?:l;r.LC(: processing cent.ei; in prficef:.sjn['; rmd 

CcUn.lop^jng print: oncl noii-in‘;inl: liinLori ols . The teclmicnl i)roccGsc.s inri.udc.* 
.suporvi.sJng and LraJninf/. Llie clcvica .1 .sLnfi; cliof:king l;bci receipt: of or- 
ders; vcriryjng caLal op/ing iiifoi:n!0.t.:ion ; preparing inf oiiaaLion for cnLnlog 
cai'tls ; using slondanl tools to aosinl: in clnasifyi ng fiction niul nninvolvecl 
noii-f itction titles; chocking the f:n:ing of ciircis fc.»r accurcicy. Seme of 
tci5.;ki3 arc irclntcd Lc) the procuroiiiO.pt: end rojnoducl'ion of cataJog cards 
and cl nr.si Picat ion systtnir? adopted hy the inodia system. 

In asrd s t :rng. the cntalogor the te.clmica.1 a5i.s:i.s l:.ant ^ s tasks arc c.o- 
ordliiMtcd \dth t.ho tasks of the nen-professional nad profcs5.^ional sttiff 
of the center. 

'I’lic .serviLcc for this level is specified in assigiin>:!nt:s in memorandum, 
niannals, or recjucr.tf;, hut the v.’orktn- may woii: out procedures and sequence 
of opernU.on to accomplish his tasks, lie Is cxyK-.ctcd to apply theory so 
that ho under .stanch.; the options and lui may liavc to g;-rin .soino uiulcrs tc'ind:i.ng 
through reading jn*ofc.ssiona] literature. iweu thoug.l) he may have respon.s- 
ibility for some services, he works under the guidances of the catal.ogor. 
Most of the ta.sl;s arc dal. a orienLocl v;ith a few for people. 

Siij)crviso(l hy ; Cataiogc-r — District ncvvices-*- Level. IV 



DUTIKS 

PJ} Si gnifi c an t T asks 
Copying and coding: 

1. Coplo.s appropriate information for clcussif icatl on data for' 
titles caftor searching library tool.s 

Comparing: 

1. Checks sulvjGc.t heacking.s on publisher ordered catalog cards 
vrlth headings used in inodica .system and inakc.s appropriate changes 

Chcick.s liC cards for nc^v/ titles against main c.atalog file cind 
shelf ]lr>L file and iuod:ifios according to library procedures 

3. Checks for accuracy catalog cards f:iled by clerk.s 

Tran.sla t ing — placing information Into different language; 

]. Rccouci-los lihrai'y cataloging procedures to data on prepared 
catalog Cca rds 

2. Reduecjs staL lst:i cal data to tribular form 
Compi ] . 1 n g — f i 1 :ln g , cl as s i f y in j; : 

1. Chucks catalog card against Cn(:tcr cat.alog and assigns 
CuLlcir nimbe.r (if used) 



I 



57 



l,miL Til conti.nuo.d 

2. 01)t;rtins cuUn.l informnti.on m'»l: iiv^ilablc ;lii processing 

cciiLor by Lo auolher library 

3 . Mninie hia ami uiulatcs antliorliy f lies 

. Assigi'is call uuiiiber l o new l:it] as using LC system (or 
Dcv.’oy syst.ein) 

Aunlyj^,:!!!*;- — e::amln;i ng , select l.iig, evaluating 

1 . V j s 1 1 s o 1 1 le V ] ) r o c e s s x n g c c i \ t ev s to 3 o m* n of n ev? p o s x? l.b i. 1 i. tic s , 
IdCiSs , etc,, for operation and riianagcimont of pvoco.ssing center. 

2. Evaluat‘-es processing con Lor procedures and tccbniciucs and 
rccomijicncls cliangos to su]jcrv:isor 

3. Assigns book orders to jobbers by dotcrniining tlio iiiont advan- 
tageous process for processing cciitcr 

A. Approves and letters of transv.dttal of orders to jobbcirs 

5. Detovrd.nofi verification sources to be used in cliccking com- 
pleted book order form and Instructs clerk 

6. Dotcriniiies tlirougb rcsearcli identity of now autlior and notes 
refer once 

7 . Do t e V ir. in e 1 1 n: o u gj i v a s c.^ a i: cl i o v k 1 1 o v; 1 o d [; e 1 f a u tl i o r i s w v i 1: 1 n g 

under x>onname arid provides cro-ss-refercnce cards according to 
iiifi t r LI c t cd proc eduren 

Orgaiilj'.ing, : 

1. Dc.sjgns form letters 

2. Writes ii'anuals and inslr ur: t ions for operating Flexowritor 
macliiiics, koy])uncli machines, and others, v?hcn necessary 

I 

Planning: 

1. Keviev;s and develops fonns mul rccord-kcepi ng procedures 

- 2. Delernnines timings on records and files to be maintained or 

destroyed liy proces.sing center 

3. Orders cupplieG for processing center based on inventories 
and voi’lcload 

A. Sets up inventory scheme for control ] Ing equipment in 
clopaii niGnit 

Things f 

P r o par i n g/ Set-up : 

1. Coordinntos and siqierviscr. rearrangements of jiliysicnl 
facilities in proeessinp, center 
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Level III continued 



People Significant Tasks 
Exchanging information: 

!• Conducts interviews with clerical applicants and relays 
recommendations to personnel office 

2, Provides oral and informal evaluation of clerical staff 

3. Attends staff development program 

4* Attends in-service training program for self-improvement 
and professional purposes 

Supervising— assigns duties: 

1. Assigns new clerics to in-service training 
2* Plans work activities and supervises clerks 

Consult ing-training: 

!• Trains new clerks in specific tasks 



NOTE; The classification system and the method of reproduction adopted 
by a processing center may not fit some tasks listed in SERD or 
be duplications. 
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training programs— supporting staff 

for 

SCHOOL LIBRARY MEDIA SYSTEMS 
NEED FOR COOPERATIVE TRAINING PROGRAMS 

One problem confronting many libraries is the lack of training pro- 
grams for supporting staff in the community or convenient vicinity. One 
part of the problem is the small number of supporting jobs on any one 
level in many communities and the other is the limited number of people 
needing training at any one time. The lack of pre-employment training 
programs outside of the libraries, puts the responsibility for training 
on the individual library. Many small libraries do not have the staff 
or the time for planning effective prograns or to develop training mater- 
ials. Cooperative efforts of librarians and library associations need to 
explore all resources available in the local community and the state to 
promote action for developing training programs for the supporting staff. 

All of the following educational agencies are familiar and so are 
the types of programs which can be developed. The list may spark other 
ideas for finding training program sponsors and means for financial 
support. 



SPONSORS FOR TRAINING PROGRAMS 

Training Programs within a School Library Media System 

1. On -the-job training 

2. Apprentice training 

3. Self-instruction training 
l\. In-service programs 

5 . Workshops 

6. Institutes ‘ 

7. Work-study programs 

8. Demonstration school library media programs 

9. Media mobile library training center 

10. Training program for ESEA library aides 

11. On-the-air library training programs (via television) 

12. Library programs on video tape and/or cassettes 

Training Pro grams for Supporting Staff Sponsored in Cooperatic n 
with a Conumnuty Organization 

Type of program; 

1. Workshops 

I 

2. Institutes 
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3* Media mobile learning center 

4. On-the-air library training program (via television) 

5. Media learning laboratory 

6. Neighborhood training program for library workers 
Cooperating Organizations: 

1. Local, regional, and/or state school library associations 

2. Local, regionnl, or state library associations 

3. Local or state educational associations 

4. Local or state school library departments 

5. Committee representing all types of libraries in the 
community or the state 

6. Friends of the Library Association 

7. Junior League 

8. National Council of Jev/ish Women 

9 . Rotary Club 

10. Quota Club 

11. Soroptoinist Club 

12 . Parent-Teachers ’ Associations 

13. Urban League 

14. Community Agency Agencies 

15. Neighborhood Associations 

16. Local or federal projec, s related to unemployment , minorities, 
or culturally-deprived areas 

Training Programs for Supporting Staff Offered by Educational Insti- 
tutions (granting credits, certificates, aSwSociate degrees, or some 
form of certification) 

1 . Public Education Departments 

- Vocational Education Departments — an elective course in a 
secondary vocational school 

- Adult Education Department — evening course, parent education 
course, or summer course 

- Summer School Programs — elective course 
Business Education Department — work-study programs 

- School Library Media Department — see listing above 

2. Community College, Junior College, and Teachei‘s* College 

- Evening course 

- Summer workshop 
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I - Day course 

- Extension course 

- Media Mobile Learning Center 

3. Library Schools in Colleges and Universities 
j - Summer workshops or institutes 

i 

‘ - Extension courses 

i - Correspondence courses 

! - Media Mobile Learning Center 

- On-the-air Media Learning Program (via television) 

I 

I 

i 

! 

i 

( 
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SUGGESTIONS FOR TRAINING PROGli^MS 



Types of iTvAining programs 

None of the training programs listed belov; are new methods, but each 
may be planned to cmpliasijse new teaching methods, to utilize a variety of 
the newest and tried-and-true instructional media, and to experiment with 
new techniques. Innovations will be the responsibility of experienced 
program planners, A reviev; of successful programs, consultations with 
librarians and workers, and evaluation of the needs of the individual 
school library media system or of the needs of all libraries in the com- 
munity will determine the type of program to meet the needs satisfactor- 
ily and efficiently. 

On-the-job Training; For Levels I and II Jobs 

On-the-job training may be the most practical means for training 
individual workers who enter jobs on Level I or Level II, if the staff 
is provided with an effective instruction manual, a planned training pro- 
gram to expedite the training, and adequate instructional materials. 

This method permits the individual worker to learn how to perform the 
tasks as he observes and practices the tasks under tlie direction of an 
experienced staff member. It is .a method whereby the method, content, 
and length of time required can be adapted to both the experienced and 
inexperienced v/orker. To be successful the program should include a written 
outline of specific duties, simple, clear, and uninvolved explanations and 
directions, specific samples, and adequate supervision. 

A pprentice Training: For Levels I, II^ c^nd III Jobs 

The apprentice program is quite similar to the on-the-job training 
program. It is a metliod for training the worker under an experienced and 
successful vTorker and at the end of the training period assigning the 
worker to a job in another library situation. It can be planned for one 
or morn v;orkers at a time, if there is more than one demonstration v/orker 
in the system. 

Self-instruction Program: For Level II and Level III Jobs 

This program centers on the worker Teaming how to perforin his tasks 
and other relevant information through reading of mcinuals and references, 
interpreting charts and sample forms, listening to explanations and direc- 
tions on tapes, viewing filmstrips and video tapes, using program-learning 
devices, etc. The program stresses step-by-step instrvictions and devices 
for the worker to check his practice v;ork and correct his errors. After 
an orientation session in which he learns wluit he is to do, where he is 
to work and study, what materials he will have, he will be given a study 
guide and will proceed to go aliead at his ov7ii speed. The worker is re- 
quired to keep a folder v;ith a record of his progress and practice work 
and questions he needs to have ansv;cred. Periodically and when emergencies 
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arise, the librarian will review his v;ork and answer questions and give 
him opportunities to practice some of his skills under supervision. 

T n-scrvice Training Program; For Levels II and Til Jobs 

In-service training is an effective method for training groups of 
now employees for the same or similar types of assignments. The sessions 
can be concentrated in a block of time or stretched out over several 
weeks or months on a weekly basis. If the program is conducted in the 
library or library system where the trainees will work, it has the ad- 
vantage of applying the specific skills learned in the program to the 
practices used in the system. In-service training offers opportunities 
for group discussions to share experiences and problems, for hearing 
specialists in special techniques, and for practicing and applying skills. 

Workshop Program; For Levels II and III Jobs 

Workshops are similar to in-service p/ograms. These may be offered 
by the library system or at a college or university. Both V7orkshops and 
in-service programs may include visits to libraries and media centers to 
acquaint the student with real situations and to observe demonstrations 
of skills and functions in different types of libraries. VJorkshops 
offered outside of the system require that the student adapt the skills 
he learns to the practices followed by the media center where he finds 
employment. Consequently, workshop planning callr for a more generalized 
approach for teaching skills and includes suggestions for adaptations. 

Work-study Training Program: For Levels I and II Jobs 

Work-study programs are offered in some educational systems to pre- 
pare students for jobs in industry and business and some have included 
jobs for libraries. These programs have some characteristics of on-the- 
job and apprentice programs. General skills, usually cTerical and business 
skills, are taught in the school program and practice v/ork is performed in 
the library. Properly planned and coordinated with the skills being 
learned in the schools, these programs produce efficient workers. Work- 
study programs serve as a try-ont opportunity for the student to find out 
if he is interested in working in a school library media situation and 
also serve as a means of recruitment. The program is feasible only in 
systems which have a staff member who can have released time for coordin- 
ating the program, giving instruction, and supervising the performance of 
the student. 

Demonstration School Library Media Program; For Levels II and III 

Jobs 



In this program a school library media center adequately staffed, 
which has an extensive collection of materials and equipmiinl and conducts 
an outstanding media program, can serve as a demonstration center and con 
duct a ttciining program for one or tv 7 o apprentices at a time. 



On-tlie-air Library Training Program; For Levels II and III Jobs 






A planned television series of demonstrations of skills applied to 
tasks related to data, materials, and equipment in a school library media 
center can be developed to meet tlie training needs on a stnte~v;ide basis. 
The series may inc.lude discussion sessions with experienced workers and 
viewers and also lecture sessions to provide background information. Work 
sheets and guide sheets are supplied to the viev/er with instructions for 
practicing the skills in his school library media center and provisions 
arc made for supervision and evaluation. A bibliography is compiled and 
distributed for reference and reading needs. These programs can be pro- 
duced live on educational television or public service time on commercial 
television. The taped film can he made availal)le for individual library 
use. The television instructor reviev7s the written reports, if credit is 
offered for the series. 

Media Mobile Library Training Center Program: For JiGVcIs I and II 

Jobs 

The Media Mobile Library Training Center Program takes the training 
to the prospective v/orker. A bookmobile equipped v:itli a sample collection 
of print and non-print materials and some of the frequently used items of 
equipment and staffed by an experienced instructor can solve some of the 
problems for small school library media districts and other types of 
libraries. The Media Mobile Library Trainiiig Center may be an effective 
means for recruiting and training prospective library clerks in under- 
privileged neigbborlioods and rural areas. This type of program could be 
adapted as part of regular bookmobile service. 

Correspondence. Training Prog r am: For Levels II and III Jobs 

External library training programs liave been the means for training 
lihrarians in many of the British overseas dependencies. The development 
of satisfactory correspondence courses for clerical aides should be ex- 
plored more intensively and adapted to the trai.ning needs for people v;ho 
do not liavc access to prc-employiiient training. Ihough correspondence 
courses do exist, they have not been widely accepted. To be effective, 
the course*, should provide a kit of sample materials and i.nstructional 
aids , such as filmstrips , transparencies , charts , disc recordings , for 
practicing skills. Arrangements should be made with a local li.brary for 
the student to observe v/orkers and for a local or regional librarian to 
serve as an advisor. 

Learnin g Laboratory Training Program: For Levels II and III Jo1)S 

The Learning Laboratory Training Program is a variation for the 
setting of training programs for tlic supporting staff of several types of 
libraries. Local, state, federal, or foundation funds can be used to 
design nev; or reiiiodclcd space equipped witli essential, matcrial.s and equip- 
ment for training cl.crical v/orkers in various types of li.brary jobs in the 
community or region. These programs should be skill oriented and geared 
to practices of libraries in the area. 
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Special' Project: Training Program: . For Levels I and II Jobs 

|_ 

Training for low-level VJorkers and for unemployed people in under- 
privileged neigliborlioods may be developed as part of an ESEA-Title I 
] project wliich includes funds for the scliool library clerical aides in 

" an enrichment and/or reading project. These programs are usually in- 

service programs or on-the-job training programs. The experiences 
I gained from training those aides have valuable implications for program 

L leaders in adapting tecliniques for teaching low-level skills and for 

ways to utilize available manpoi/er on this level for certain phases 
! of library routines. 
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CURRICULA FOR TRAINING PROGMMS FOR SUPPORTING STAFF 



It is possible to include the skills fox' performing the tasks on 
both Level I jobs in one training program. Tlie same will be true for all 
three Level II jobs. because of the specialized knov/lcclge and skills for 
Level III jobs, two courses arc needed. The content, procedures, and 
skills for all training programs have been related to the functions of 
the worker as he woxics'with data, people, and/or things. Slight varia- 
tions in the general pattern for tlie programs arc evident on each level. 

In addition to content, proceduires , and practices in skills, all 
three programs provide sessions or courses for expanding the student’s 
knowledge and understanding of the school library media field, for 
helping him to understand people and to work harmoniously with students, 
teachers, and librarians. The programs provide opportunities and encour- 
agement for the student to enrich his general knowledge and continue liis 
education and self-development. 

The training programs recognize the need for a skilled v/orker, v/ho 
is iiitcvestecl and knowledgeable about his job and v;lio is eager fox- a 
career, to continue his education . 



LEVEL I TRAINING PROGRAM 

The skills on Level I have been stated in simj^le terms in relation 
to tasks on this level and some in tex-nis of a functional area. Examples 
of some tasks are suggested for practice work. 



level II TRAINING PROGRAI*! 

The curriculum for Level II centers on task orientation to data, 
people, and things based on the codings used in the SERB Report, pp. 
27-29. Some adjustments and modifications wore used for the suggested 
samples fox* practice work. 



LEVEL in TRAINING PROGRAMS 

The tx*aining program for level III has been suggested for tv;o related 
courses for post-high scliool education as specialized areas of study lead- 
ing to an associate degree. Multi-media materials and equipment and tech- 
nical services in tlie media center and system require more background and 
training for supporting jobs. It is suggested that the course emphasize 
instruction in terms of data, people, and things. 

In-service training programs and others designed to give partial 
training in an individual system or eoniniunity may study the contents of 
the college courses and tlie job descriptions in selecting significant 
areas for these programs. 
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CURRICULA FOR TRAINING PKOGl^MS 



CURRICULUM FOR LEVEL I TRAINING PROGRAMS 

Admission Requirement s 

1. Con'ipletion of 7 to 8 years of education 

2. Interest in library v.^ork 

Purpose 

The program is designed to provide training and practice V7urk in 
the skills for follovang step-by-step instructions and performing low- 
level library and media related tasks in either the school library media 
center or distr^ict processing center. Since Level I library clerks are 
not recpiired to solve problems, the instructions adhere to specific 
directions for performing tasks and the use of required tools and equip- 
ment, with some recognition for the minor variations in forms and prac- 
tices in individual media centers. 

To promote the vorker^s interest in his job and an awareness of 
his contributions to services, a brief and simple introduction to the 
role of the school library media center in the educational program and 
the needs and interests of students arc presented in an introductory 
lesson . 



Program Outline 

Background information: 

1* Introduction to the role of the school library media center 
in the educational program 

2. Student profile — a simple introduction to the nature of the 
student population in the community and their needs and 
interests 

Skills and practice work: 

1, Skills for follov7ing directions in the instruction manuals, 
charts , and diagrams 

2. Skills for processing books 
-opening and collciting new books 

-stamping, printing legibly, attaching labels, covering 
books with plastic covers, packaging materials for dis- 
tribution to media centers, etc, 

-other related skills 

3, Skills for processing films, filmstrips, tape and disc 
recordings, slides 

-attaching lenders, labels, etc. 

4. Skills for opera l:i.ng and cleaning machines 
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5. Skills for operating and monitoring simple equipment 

-spJ.iclng machine, film-cleaning machine, photocopier, 
glueing machine, lamina tor, card master, miineograph , 
miiltilith, microfilm machine, projectors, etc. 

6. Skills for repairing books and print materials 
-inspecting for damages 

-pasting, glueing , erasing, mending , covering books 
vitli plastic covers 
-taking care of mending materials 

7. Skills for repairing and cleaning audio-visual materials 

-inspecting for damages 
-splicing films and tapes. 

-cleaning discs 

-mend:ing tape boxes, record albums, etc, 

8. Skills for sorting, filing, and hatching 

-alphabetizing by first tV7o letters--cards , books, and 
other materials 

-arranging materials in uninvolved numerical sequence 

9. Skills for comparing, checking, and matching 

-matching book cards and pockets, comparing catalog 
cards, checking delivery of orders, etc. 

10, Skill.s for recording simple information, including 
counting 

-recording receipt of magazines, circulation of materials, 
attendance, telephone messages, requests for materials 
and equipment 

11, Skills for taking pictures with cameras with simple 
mechanisms — under direction 

12, Other skills — opening mail, computing fines with fine 
computer , etc , 



NOTE: The skills on Level I have been stated in simple terms in relation 

to tasks on this level. Examples of some tasks are listed to sug- 
gest practice V7ork, vrhich will relate to v;hat the worker will, be 
doing on the job. The SERB Coding for worker functions referring 
to data, people, and things served as a guide in compiling the 
skills, but v;as not follov;ed exactly. See pp. 27“29 in the SEIU) 
Report for definitions of those skills. 
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CUWUCULUM FOR LEVEL II PROGIUMS 

Admission Requirements 

1. Cojiiplcliion of 11 to 12 years of eclucntion 

2. Training in business skills (desirable) 

3. Interest in library work 

NOTE: All students will be required to pass the minimum typing 

test. Provisions will be made for a beginner’s class for 
people v;lio have not learned this skill. Suggestions v;ill 
be made for those who have not had business machines to 
take a course in office machines and office practice. 

Purpose 

The program is designed to provide training and practice v/ork in 
library and meclia-rclated skills for follov;ing two-step instructions and 
for carrying out services specified in memoranda, manuals, or requests. 
Training and practice work v?ill develop the vzorker’s skills in selecting 
appropriate procedures, timing, tools, and equipment, and in consulting 
standard tools to accomplish the task, when these are not specified in 
tlie instructions,. 

To promote the v/orker’s interest in his job and in avyarencss of his 
contributions to the services, a brief introduction to the role of the 
scliool library media cente.r in the educational program and the needs and 
interests of students are presented in an introductory lesson. One 
session is devoted to a class discussion on multi-media resources for 
the worker’s leisure enrichment and for continuing education. 

Program Outline 

Background information : People oriented 

1. Introduction to the role of the school library media center in 
the educational program 

2. Student profile— a simple introduction to the nature of the 
student population in the conmiunity and their needs and inter- 
ests 

Motivation for continuing education 

1. Introduction to resources of a library for recreational inter- 
ests of v/orker — books, musical recordings, films, etc. 

2. Sharing Interests in multi-media resources 

3. Class discussion on benefits of continuing education 

Skii.ls and practice work: Data oriented 

1. Skills for following directions in the instructional manuals, 
charts, diagrams, memoranda, oral and written requests 



Skills for copying and coding: 

- tyoing orders for supplies, luiterials, equii^ment, etc. 

- typing bibliographies, lists, pockets, etc. 

- typing labels, book cards, catalog Ccards, stencils, etc. 

- typing form letters 

- writes caccession numbers i.n accession books 

Skills for comparing — checking, matching. Verifying: 

- checking, matching, verifying catalog cards, classifica- 
tion numbers, authors’ names, receipt of bindery 

orders , etc. 

- checking for accuracy and/or completeness of order cards, 
returned materials, processed books, etc. 

- cliecking data witli standard tools 

“ checking ovcrducs, renewals, reserves 

Skills for comparing — checking and maintaining inventories 
for: 

- equipment 

- supplies 

- books and AV materials in annual inventory; searching for. 
misplaced materials and withdrawing lost items from record 

Skills for compiling — filing, sorting, batching: 

- alphabetix.ing by v/hole vjord 

- carranging in numerical sequence including decimals 

- sorting by subjects 

- filing order suggestions, order cards, copies of orders, 
maga/.ine cards, catalog cards, books, AV materials, main- 
tenance agreements , advertising brochures, pub! isher’s 
address, etc. 

Skills for computing: 

- computing fines, rental rentes, replcncemont costs, mailing 
cliarges 

- computing expenditures and receipts (bookkeeping) 

- keeping daily, weekly, and monthly circulation statistics 

i 

Skills' for translating — placing information into different 
form: 

~ catalog cards 

Skills in assisting in cataloging materials: 

- verifying classiflci atlon information 
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- consulting standard tools 

- classifying fiction according to Dev?oy system 

- revising catalog cards 

Skills and practice v:ork: Things oriented 

1. Skills for operating Tnachines and equipment: 

- operating office machines 

- operating AV equipment 

- operating check-out machine 

- operating cameras — 35 mm, 16 mm, and otliers 

2. Skills for preparing and setting up equipment,, materials, 
etc. , for use: 

- setting up, operating, and monitoring AV equipment 

- demonstrating operation of equipment 

- preparing materials for exliibi.t5j, displays, posters, 
scrapbooks 

- preparing transparencies (no involved work) 

Si Skills for maintaining AV materials and equipment: 

- -inspecting for damages and malfunctioning 

- making minor repairs 

4. Skills for storage and retrieval of materials and equipment: 

- storing AV materials and equipment 

- putting boolc and materials in approved order and returning 
to proper place on shelves, in files 

locating materials on shelves, files, in storage 
Skills and practice work: People oriented 

1. Skills in supervising: 

- keeping control of keys 

- supervising volunteers and pa^rt-time clerks 

- supervising workers at circulation desk 

- overseeing interlibrary loans 

- directing clerks in handling and processing nev; books 

- supervising clerks in arrangements of materials on shelves 

- keeping discipline 



63 



72 



2. Skills in consulting and instructing: 

- training students in operation of equipment 

- showing elementary children simple use of card catalog, 
encyclopedias, vertical file, biographical references 

3. Skills in helping people 

-- assisting students in locating information 
-- assisting librarian in routines 
-- scheduling demonstrations of equipment 
-- answering telephone and taking messages 

Other skills as designated. 
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CURRICULA FOR LEVEL III COURSES IN POST-HIGH SCHOOL EDUCATION 



Adniission Rcquirenicnts 

!• Higli school graduate 
2. Typing (desirable) 



Design of Program 



The program for courses for School Library Media Technician and for 
Technical Assistant in Media Teclinology has been organi^sed v;itli overlapping 
requirements ctnd electives to provide basic and specialized knowledge in 
these tv/o fields, Tlie courses cover the technical skills in processing 
and cataloging print and non-print materials, in handling rouLines of 
school lll)rary media services, in preparing audio-visual materials, in 
operating, maintaining, and using various types of equipment. Botli the 
background information relating to education, teaching, and students and 
the field work for practical experiences will provide understanding for 
work in school library media systems. The follov/ing suggestions for 
courses can be fitted into the overall xequirements for an associate . 
degree. The instructional pattern v/lll relate the units of study and 
skills to datia, people, and tilings. 

^ 'V 

School Library Media Technician 
and 

Technical Assistant in Media Tcclinology 
Courses of Study 



Basic requirements for b o tli courses ; 

LT and TAM Scliool Library Media Orientation 
LT and TAM Human Relations 

LT and TAM Instruct .t ^nal Media M^iterials and Equipment — Introduction 
LT and TAI*I (Typing — beginner *s course for those v7bo do not have 
adequate typing skills) 



School Library Media 
Technician CourvSe of Stu dy 

LT Library Tecbniccil 
Services I 

LT Library Tcclinical 
Services II 
LT Library Media 
Utilization 
LT Library Technical 
Services — Laboratory 
Work 



Teclinical Assis tnnt in Medi a 
Technolo g y Course of Study 

TAM Instructional Media 
Technology- Advanced 
TAlt Instructional Media 

Tc cl III o logy — Eq iii pinen t an d 
Repair Maintenance 
TAM Instructional Media 
Technology- — Audio and 
Visual Productions 
TAli Instructional Media 
Technology — Graphi cs 








LT Library Displays and 
Publicity 

LT School Library Media 
Field Work 

Electives: Select course^ 

lis ted for TAM 



COURSE DESCRIPTIONS 



TAM Instructional Media 

Technology — Utill7:ation 
TAM School Library Media 
Technology — Field Work 
Electives ; Select courses 
listed for LT 



LT and TAM School Library Media Cen ter Orientation : Data/P eople / 

Thing s Oriented 



As a survey of the fundamental principles for the operation of a 
school library media center and its role in the educational program, the 
course is designed to give the student an overall understanding of the 
instructional program, trends in teaching techniques, standards and 
objectives of media centers, scope of media collections. 

LT and Ty^ iM Hum a n Relations and the. School Library Media Center: 

People oriented 

This course is planned to promote an understanding of the student 
population in our society — ethnic, economic, social, cultural, and student 
needs and interests. Discussion of working relations with students, 
teachers, and librarians is basic. 

LT and TAM Instructional Media Materials and Equipment — Introduction; 

Things oriented 

This is an introduction to comnuinjcation arts and multi-media 
materials and equipment as they relate to the instructional program. 
Background information on sources of materials and equipment and skills 
for evaluating, organi?:ing, storage, and recordkeeping of materials and 
equipment are introduced. 

LT Library Media T echnical Services I; Data /livings oriented 

/ 

A study of the technical tasks related to data, people, and things 
in the media system, covering background knowledge and skills for locating 
sources of materials, ordering print and non-print materials, processing 
and cataloging materials, and other routines of service. 

LT Library Media Technical Services II; Da ta/Things oriented 

Study of knov;]edge and skills of technical services as they relate 
to circulating practices , arrangement of materials, maintaini.ng inventor- 
ies, scheduling use of facilities and materials, and arranging displays 
are part of the course. 
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LT Library Hcd l n Utili^cation ; People oriGnted 

This course provides techniques for assisting the librarian in help- 
ing students and teachers in using media center facilities, materials, 
and equipment Including locating materials, giving simple instructions 
in the use of media resources, conducting reading programs, and super- 
vising and training library clerks and volunteers. 

LT Library Technical Services — Laboratory Work: Data/Things 

oriented 

Skills in performing tasks in the technical services arc performed 
in a laboratory situation. Special projects and observation visits arc 
part of the course. 

LT Library Displays and Publicity; Data/People/Thiiigs oriented 

Skills and ideas are presented for preparation and production of 
simple and effective posters, bulletin boards, displays, exhibits, book 
fairs, open housedlsplays , oral and v/ritten announcements for school 
ncv;spapers, intercom systems, etc. Aids for lettering and design and 
the exploration of other communication media for publicity vjill be ex- 
plored. Projects demonstrating creative ideas and application of tech- 
niques are required. 

LT School Library Media Field V/ork : Pat a/People /Things oriente d 

The student is placed in an eleinentary or secondary school for a 
period of six v/eeks. He participates in the technical functions of the 
media center under the supervision of the librarian and a faculty member 
of the college. He may, spend one week in the processing center for ex- 
perience. Part of the scliedvd.e arranges time for visits to classrooms,, 
acquaintance with school programs and facilities, observation da^'S in 
other media centers on both elemental:}^ and secondary levels, and class 
sharing of experiences at the conclusion of these experiences. 

TAM Instructional Media Techno] ogy — Advanced; Data/Tliings oriented 

Advanced stud}' of audio-visual materials and equipment covers 
trends in communication arts, the v;idc variety of available instruc- 
tional materials and cq\iipmcnt, thc lrnuMing and operating of equipment, 
techniques for greater utilisation. Electronic equipment, data process- 
ing, computer equipment, and operation v;ill be considered. 

T AM I n structional Media T c chnol og y — Kquipment and Repair Mainten- 
ance ; Pa t a/Thing s orient ed 

This course provides a laboratory situation for practicing skills 
for electrical and mechanical repair and maj.ntenance of equipment and 
explains the fundamental pi’inclples of operation for projectors and 
other types of equipment. 
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TAI*t I nGtruction a l Media Technolog y — -Audio nncl Visua l ProchictionG : 
Datn/Pcople/Things orient ed » 

Tliis course is planned to develop techniques in production skills 
for operating school radio and television studios, involving mechanical 
operations, acoustics, sound effects, lighting, use of iirlcrophones , camera 
operations, cueing up. Writing £ind directing simple scripts for radio 
announcements and television programs are part of learning skills and 
practice. 

TAM Instr uc tional Media Technology — Graphics : Data/Thing s 

oricn ted 

Techniques and methods of graphic arts as related to preparation 
of teaching materials are presented involving lettering, design, pro- 
jectuals, duplicating processes, slides, etc. 

TAM Instructional Media Tc c gy — Utiliza t ion ; Data/Pcopl e/ 

T hin g s oriented 

> 

Tliis i's ,^a study of techniques and skills for providing technical 
} assistance to teachers and students in the use of the multi-mcdia 

materials and equipment, including scheduling, monitoring, demonstrat.- 
I ing, etc. 

TAM School Library Media Teclinol. ogy— Fie ld Work; Data/Things/ 

I People oriented 

The student is placed in an elementary or secondary school for a 
period of six weeks. He. participates in the media technology functions 
of the center under the, supervision of the specialist in media technology 
or the librarian and a faculty member of the college. He may spend one 
day in the processing center for cxpcriei'ice . Part of the schedule is 
arranged for time to visit classrooms and to become acquainted with the 
school programs and faciJ.itics, observations in other media centers on 
both elementary and secondary levels, and class sharing of experiences 
1 at conclusion of field V7ork. 
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SUGGESTIONS FOR INSTRUCTIONAL MATERIALS 
GENERAL SUGGESTIONS 

TTie preparation of instructional materiali: slioiild be developed by 
librarians in cooperation with people v/lio have had successful experience 
in developing instructional aids for workers on tliese three job levels 
and in terms of skills and v/orker functions. 

The materials for low-level skills must be sa.mple, uninvolved, 
specific, presented in step-by-step procedures, and permit only minor 
variations. Visual materials accompanying verbal and printed directions 
add to the v;orker’s understanding of tlie tasks, if they arc simple and 
uncluttered. Samples of forms to be used, line drav/ings, cartoon char- 
acters, and use of color to higlilight action are additional learning 
devices. Instructional materials on Level I should include meaningful 
repetition to reinforce learning and to relate information to practicing 
the skills. 

Ins tructiona] materials for Level II workers should be geared to 
the comprehension of the average ninth grader, but also give step-by- 
step procedures in simple and clear directions. Instructional aids on 
this level can include some variations for adapting to different situa- 
tions and suggestions for checking standard tools iu performing some 
tasks. 

On Level III the worker has more general educational background 
for interpreting data and instructions. On this level instructional 
materials should present* facts in a more sophisticated language and 
style. The equipment and tasks are more complex and involved, liov;- 
ever directions are easier to follov? on all levels, if they are simple 
and precise. 

Follo'wing arc some of the multi-media communication devices com- 
monly used as teacliing aids. Tlio learning value of each type of media 
depends on its content, presentation, relation to tasks, itllisation 
by the instructor and the student, and its comprehension level for the 
individual student. Some media are better alapted to use in group sessions, 
some more effective for self-instruction. Some are moi’e appropriate for 
low-lcvcl skill teaching, and some for high-level skills and concepts. 
Existing instructional aids related to library instruction should be 
ex/j»iirlned to determine vlicther they are skill oriented and/or in terms 
oit^the factors for describing tasks in the SERI) Report. Materials may 
ha\^e to be devoted to developing skills common to all libraries because 
pf^tlic expense involved in the preparation and production of materials 
’geared. to only one type of library. A number of audio, visual, and 
printed aids listed can be prepared in individual scliool library media 
centers or systems. 
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SUGGESTIONS FOR INSTRUCTIONAl. MATERIALS-’-WORKER ORIENTED 



I.EVELS 



TO HELP THE 


WOPKER UN1.1ERSTAND HIS ROLE IN 


I 


II 


III 


THE SCHOOL L1.BPARY MEDIA PROGRAM 
Printed 








1. 


Brochure on role of the school library 
media center in the educational pro- 
gram 


X 


X 


X 


2. 


Minioographccl or photocopy list of 
contributions to media service made 
by v7orker 


X 


X 


X 


3. 

Audio 


List of duties for the job related to 
functional areas 

(cassette) 


X 


X 


X 


1. 


10-miniitc tape to orient v:orkcr to 
school library media center 


X 


X 


X 


Visual 


1. 


Film shov/ing school library medi^^ 
in action 


X 


X 


X 


2. 


Filmstrip or slides or 8 mm film to 


X 


X 


X 



accompany talk on student population 
in tliG community' — interests, needs, 
back^jrouncl 



TO ENCOUru\GE THE VJOUiCER TO ^FU I iE R 
UIS SELF-DEVELOPMENT 



Printed 



1. Folder or sheet in color listing 

titles of books, musical recordings, 
films, filmstrips to motivate recre- 
ational interest in media resources. 
Annotated and illustrated in a style 
to interest the v;orker. 

Distribution and discinssion of list 
in a session devoted to class discus- 
sion on educational opportunities. 

Audio • 

1. Introduction to titles of books, 
musical recordings , films to moti- 
vate recreational interests 



XXX 



X X 



X 



TO HELP WORKER Ll'’,ARi^ SKILLS FOR PI' RFOWIING TASKS 



I 



I 

1 

I 

1 . 




I 



1 

1 

I 

I 




LEVJilLS 
II III 



Pr j.nted 

1. Infitructional rnanunl , loose leaf for 
revisions, ndclitxons , deletions • 
Directions for performing tasks, 
charts, sample forms, v/orlcslieets for 
practice v?ork. Iclentifics tools, 
eqii ipmen t , an d requ xrcinen ts . 

2. List of standard library tools for 
checking and veirifying information 

3. Sample forms to follow 

A. Flash cards for practicing filing 
skills (using library terms) 

I ^ I 

5. Sets of catalog cards, book cards, 
order cards, magaiiine cards, scliedulc 
forms, title page of booli, etc. , to 
use in practicing filing, matching, 
comparing, filling in, scheduling, 
recording, and other skills. 

6. List of definitions of media teirms 
in simpie definitions, including 

p i ct u res or line dr av; in gs 

7. Catalogs of finrniture, equipment, 
supplies — available from companies 



XXX 



X X 



XXX 
X X 



X * X 



XXX 



X X 



8. Manual of instruction on operating, x x x 

setting up, monitoring, maintaining, 

demonstrating machines and equipment 
— one related to eacli level. In- 
cludes pictuires and diagrams. 

9. Simple lesson plans foi* aiding cle- x 

mentary children in using the card 

catalog, encyclopedia , biographical 
references 



Audio 

1. Tape or disc recordings — lO-^minutc x x x 

training tapes for giving directions ■ 
for performing a series of tasks such 
as mending books, counting and record- 
ing circulation, sorting cards, etc. 

(Recordings can be in form of cassettes 
also . ) 
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2. Audio-book — drills for learning 
skills In alpliabetxjjing and 
arranging things in numerical 
sequence 

3. Radio (on recordings for radio use 
Samples of disc jockey announcements, 
weather reports , commercials , sound 
effects, etc., for radio productions) 



LEVELS 

_I II m 

X X 



ERIC 



1 

1 

I 



Visu al 

]. 



Transparencies , including overlays 
for catalog card information, order 
card and book order form, magazine 
record card, physical layout of media 
center, design for storage units for 
equipment, filing order for vertical 
files , etc. 



2. Slides with cat)tioiir7 for: 

- stepri in 'inspecting and mending books 

- steps in inspecting and repairing 

films and filmstrips 

- steps in sorting and arranging books 

and audio-'visual materials for re- 
placement on shelves , etc. 

- slides to identify tools to be used 

in perfo’rming tasks, items of 
equipment, etc. 

- pictures of bulletin boards, displays, 

exhibits, book fairs 

- views of sichool library media centers, 

facilities, storage cabinets, etc. 

- slides to use in* instruction of card 

catalog, encyclopedia , biographical 
references 

3. Filmstrips v;ith captions — same as slides 

4. Pictures 

- items of equipment v,’ith direcl:ions 

for operation 

- school library media facilities and • 

equipment 

- samples of displays, bulletin boards, 

et c . 



X 

X 



X 



X 

X 

X 






X 
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K 

I. 




\ 



/ 



LEVEL 

I II III 



5. Diagrams sncl charts 

- directions for ol)er^^tln 2 oquii>inent 

- directions for taking photographs 

v;ith various types of cameras 

- di-rections fo3: developing film 

- dissections for cloaaing machines 

- design for storage cupboards for 

equipment 

6, Posters — printed and/or illustra tod 

- GXplaiiung step-by-step procedure 

for a skill or scri.es of tasks 

- how to prepare a poster 

- safety precantions 

- circulation • gulations 



Audio-vi s ual 

1. Film — 8 mm — training loops for prac- 

ticing a skill 

- explanations on sound effects, use 

of inicroplione, and other effects 
in producing radio and television 
programs 

2. Film — 16 mm 

- techniques for directing and produc- 

ing clofeed circuit television 
programs 

-new communications equipment, demon- 
stration and use 

- hints and ideas for graphics 

3. filmstrips — with sound and slJ.des 

v;ith soui\d 

- skills for taking inventories 

- training in skills for mending, 

circulating, processing books, 
etc. 

- use of card catalog, encyclopedias, 

biographical references 



X X 



XXX 

X X 

X 

X 



X X 

X X 

X X 

X 



X X 



X 



X 



X 

X 



X 



X 

X 



X 



Other devices and aids for instruction 



I 

o 

ERIC 



93 



82 



\ 



LIDR/vJlY EDUCATION MD HANPOHl^lR^ ' 
and 

PROPOSALS FOR SCHOOL LIBILMIY MBOIA SYRTRHS 
BASIC!) ON TIIK SKKD HICPORT 



In the SEllD Report the task fitateiucnts and the scale of ratings for 
these tasks in relaticm to worker functions, worker instructions , task 
environment, and general education partially support six points made in 
the policy statements in Lib rary ICducation and Manpower ? « These are (1) 
categories of library personnel, (2) career lattices, (3) con tri.but ions 
of special skills in other disciplines, (A) utilixation of library man- 
power appropriate to general educational knovjleclge and training, (5) 
foraal education, and (6) continuing education. The analysis of the. task 
statements for the supporting staff of a school library media system lias 
related its proposals to those si>: points. 



CATICGOrvIl-S OF LIBRARY PERSONNEL 

Chart A shows that the tasks identified fox* school library media 
systems v?ex*e sufficient in number and scaled fox* levels of complexity 
to provide jobs for CI.erks, Technical Assistants, Librarians, and Senior 
Librarians, but not for the Associate categories. Compared to other 
types of library systems, the school library media system v/ill not re- 
quire large staffs and this fact limits the number of different categories 
and levels of jobs fox* a job structure plan. Combination of tasks on any 
one level and combination of levels vjill be necessary in staffing small 
individual media con tors. 

I 



CAREER LATTIClilS 

Chart A, along with the explanations for job descriptions, i.llus- 
trates the possibilities for lateral transfers and advancement oppor- 
tunities on all levels, if the individual has demonstrated successful 
pex'formance^ and obtained the x*equired additional education and training. 

A cntalogex* is not likely to advance to the head of the media system, 
but this possibility exists, since he hns a degree in 1 ibrarianshrl.p as 
a pre-requisite for his position and he may demonstrate abilities for 
overall administration in his specialised position. Lateral transfers 
were considcx*ed for two typos of technical assistants in proposiiig train- 
ing programs v;ith overlapping required courses and similar c.lectives. 

It is quite possible for anyoixe starting as a library clerk to advance 
to the top of the career ladder eventually, if he pursues an appropriate 
px'ogram of education and training and demonstrates abilities for jobs 
vritli increasing responsibilities and more complex skills. Job reciuirc- 
ments shoul.d reflect those opportunities for change and for promotion. 



Iiibr ary Educa tio n an d Manpovjcr, Statement of Eolicy, adopted by 
the Council of the Arnev.ican Li brary Association, June 20 , 1970. Office 
of Education, American Library Association, 1970. 
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CONT!^:nUTT.ONS OF SPECIAL SKILLS IN OTIIRU DISCIPLINES 

Tlic only support for spcclalj.sl: categories for school, library media 
systems v;as one for a technical assistant V7xtl\ spcci al.l?:cc] training in 
media technology on the supporting Ic.vel and one for a specialist in 
media technology on the prof cssioii al level. Information v;as lacking in 
the S’iiRD statements for clustering tasks for other specialist positions, 
tliougli such specialists as business manager in the processing center, 
nncl specialists in subject areas of science, social studies, language 
arts, etc., do e^xist :in some media systems. 

PROPliU UTILIZATION OP Ll.BRARY W\NPOVJER 

Table 6 shoves i that 55% of the total of 727 tasks for school library 
media systems do not. require pre-einployment trai.niiig in tffclinical or pro- 
fessional library tasks, 19 .5% require some technical training, and 25.5% 
require professioiial training, 74.5% of the t^isks vzerc identified for 
supporting positions requiring educational training from one to fiftecri 
years. For proper iitilijint ion of innnpov;cr in school library media sys- 
tems, job levels in tlris report are given in terms of SERD training time. 

Tliere are lo;-,^-level ta.sks v.diic.h require lose than eight years of 

educatioiial ejjporience, so these tasks were clustered for jobs on Level I. 
Clerical duties related to 183 tasks of a more complex nature were desig- 
nated for Level 11 jobs. These two job categories v7iJ 1 relieve both tech- 
nical as.s intants and professional I ibr.’irians of low-level tasks and will 
promote more appropriate ut ili*/:at.ion of all levels of library manpower. 

If the professional personnel can .spend a liiglier percentage of time in 
activities and sixrvices using their deptli of knowledge and their profes- 
sional tr*aining, the perpontnge of professional tasks performed in a 
library would be higher. 



FOW’lAl. I*:DUCATI0N and other types of TILUNTNG P]^0GR>\jMS 

The descriptions of training time levels in tlie SERD Report arc not 
idantiCled vjith requlvemento for diplomas, degrees, or even certificates 
indicating a grade level of acl\ieveincnt. They are stated as the length of 
time required for learning the taslc , including formal education. This 
interpretation of educational training was adapted in job descriptions 
for the supporting staff in tin's report. This fle>;iblllty may remove the 
stumbling block for the advancement of soma successful v;orkcrs witli def- 
inite potential for jobs of more responsibility. More coiisiderat.ion 
should be given to tlie abilities of the worker to perform the task.s assigned 
to liio job on tlie clerical level. I*he liighcnr-level jobs do require more 
fornnl education to provide: the depth of knowledge required for making 
decisions and planning activities, etc. 

Some of the SKIM) codings did not recogni.jie the formal educational 
training which provides the iiecesoary background for adequately performing 
some professional tasks. 1'hcse tasks In Training Time 6 had to be re.scnled 
for job structuring and placed in Training T.imc 7. 



The varlcLy of suggcsl::! ons for types of traiiring programs re.eognizcs 
the value of learning on the; job and self-ins trucfcJooal programs for 
library clerks and the need for formal educational programs for technical 
assistants. PoGsib-llitlcs for courses offered in the public education 
program for training clerks in skills related to library tasks should be 
explored. 



CONTINUING KDUCyVnON 

Several tasks, not all on the same training time level, indicate that 
the library staff has opportunities for in-service training, staff devel- 
opment progr»ams , participation in professional activities for nev/ ideas 
and professional growth. All training programs; should make provisions 
for the indivi.dual fjtudent or v^orker to expand his general knowledge and 
gain more information about his job. This vjill not only add to his value 
as a member of the; total staff, but v;il1 also conttibute to his own pro- 
fessional and personal development. Specific provisions for continuing 
education have been listed in tasks for the job and also in the curricula 
for training programs and in materials for instruction. 



Tllli SUBPROFPIS SIGNAL OR TECHNICAL ASSISTANT REPORT 



]. 



and 



PKOPOSAI.S FOR SCHOOL LIBRARY MEDIA SYSTiMS 
BASED ON THE SERD REPORT 



SUPPORTING STAFF 

The Tiulddlc-lcvcl position for library technical as.sistants and the 
siihprofcr.sional level for library clerks re commended in The Sub]) rofe s- 
sional or Technic al Assi st ant report of the Anierican Library Association 
have been identified in the proposals for tlfc support ing staff in the job 
organization plan proposed for the school library media system (sec 
Clinit A), The task statements in the SERD Report suggest tV7o levels of 
job categories for library clerks and one level for the middle- level job 
for library tecbnicnl assistant, Tlic Level I job includes a list of 
low-level tasl:s limited to a strict adherence to step-by-r. top instruc- 
tions specified in instruction manuals for performing routines. Level II 
job descriptions specify skills of a more involved nature and more scc^pe, 
but limits the pcrfomai'ico to establish.^d methods and procedures under 
supervision. Level III jobs for technical assistants need more education 
and formal training In the Icclinical aspects of library service and/or in 
media technology to perform more complex and involved tasks. 



QUALIFICATIONS 

The qualifications for Level T and Level II positions differ in the 
educational requirements from the reconuiiendation of The Sub prof es sion al 
or Te chni cal Assistant, report, v/hich recommends high sdu'jol graduation 
and suggests some experience of a clerical nature. Table 6 sliov7s that 
146 or 20% of the 727 tasks arc simple and uninvolvcd and can be performed 
by clerks v/itb an eighth grade education or loss, and tluit 185 or 25% of 
the tasks on a more complex level can bo performed by clerks with ten to 
twelve years of education. The proposed job qualifications adhere to 
SlUvD scalings for job complexities on the supporting level and permit a 
more flexible interpretation of education qualifications and experience 
by stating requirements in terms of years of educational experience. 



DUTIES 

The duties listed for small libraries in the ALA statement are simi- 
lar to the tasks listed for Level I and Level II library clerks, but 
separated into low-level and higher-level clerical skills. The listings 
in the ALA statements are in terms of functional areas and the listing 
in this report arc. in terms of bask statements and skills for performing 
the tasks. 



’ ”The Svibprofosslonal or Technical A.ssistant. 
387-397, April, 1968, 



ALA Bu 1.1c tin 62 : 
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In pi'iicLicc suial.1. 



chool iv-odia centers v/iJl hnve to coiabiuc Level I 



and Level II tar^lis into one clerical job catcj^iory vritli rcquireinenty si.ini- 
lar to the ALA qua] ilicntions. However, tliis brcakclov;n into tv;o levels 
shows skill levels ami v;ill be significant in developing standards for 
clerical staff. 

The job descriptions for the middle-level positioii of liibrary 
technical assistant and the qualification of tv;o years of post-liigli 
school education are similar to the recommendations in tlie ALA statement. 
The proposals for three jobs on Level III. highliglit the cx.paiided instruc- 
tional need in scliool library media systems for people trained in media 
teclmology and the development of centralized procc.asing centers in 
scliool systems. 

Table 6 sliov:s 169 tasks in this middle-level category, 39Z for 
non-'profcssional tasks, 60. 2% for technical tasks, and 20.7% for pro- 
fessional tasks. These percentages sliow that tlie position between cler- 
ical levels and professional levels needs guidelines in terms of stand- 
ards to distinguisli l5ctv7ccn tasks aid responsibilities of a tcclinical 
nature and those of a professional nature requiring more knowledge and 
professional expertise for proper performance of the duties. 



clerks. A vide range of training programs and sponsoring agencies for 
furtlier exploration liavc been sulDmittcd in tliis analysis of tl"#e SHRD 
statements. A number of community and junior colleges are offering 
courses leading to assoc^iatc degrees for media tcclinologists and library 



Report endorse flic need for both speci«alized knov/ledge and general edu- 
cation l)ackgroimd to parform tasks in tlie middle-level jobs of Level III. 
Standards for training and job requirements would be most welcome to many 
administrators and program planners as guidelines in (1) recognizing the 
needs of the media systems in scliools and for both adequately trained 
supporting staff and professional staff, (2) in understanding tlie distinc- 
tion l)Otv;ecn the tv;o category levels for jol) structuring, and (3) for 
planning training programs related to media teclmology and clianging edu- 
cational programs. In its Occ upatio nal Def initions f or Scli ool J.ibrnry 
Medi a Pe r sonnel , Llie School Library Hanpov;cr Project lias described the 
duties md functions of tlie School Library Media Technician in terms oJ: 
quality standards, but it did not include definitions for school library 
media clerks. 

The curricula suggested for training programs for all three support- 
ing job levels arc partly limited to the skill.s and knov;ledge indi.catcd 
in the task statoinants of the SERI) Report. Tliose suggestions are. merely 
guides in developing curricula appropriate for library clorlts and tech- 
nicians. Some form of in-service training program conducted on a local 
or state basis may be the most effective means, it not the most economical 
means, for training library clerks. Formnl courses for tmining clerics 



TRAINING PROGMMS 
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i iu library rolnted skills as part of a vocational, business education, 

or adult education proyiram conducted by a public school system have been 
suggested from time to time. Tluisc may be offered in large educational 
\ systems, v?Iicrc there are a sufficient number of students for the course, 

]. but may not bcfcisible i.n small communities. Small li.brarics have the 

greatest need for outside training programs, because they have the limited 
j* staffs and less time to do.vote to training and supervision. 

There is a defjnitc need for further study of ways and meaiis to 
develop training programs for library clerics , 
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CODINGS AND SCALINGS 



For Llie low-lcvcl clcrictil tasks on the three lowest levels ol: train- 
ing time tliG codings and scalings appear to be valid and reliable.' Most 
of the clerical and routine tasks on other training time levels are valid. 
For the professional tasks and some of tlie technical taskfj , tlic training 
time docs not nlv^ays sliov; tlic relationship based on common knowledge nor 
the rclationsliip to tlie knov7ledgc and training required to perform the 
tasks in tlie setting of the scliool library media system. Some taslts rC“ 
quiring knov/] edge of educational theory and practice, teacliing tecliniqucs, 
reading interests and abilities of students, a knowledge in depth of 
reference sources in print and non-print materials, or the background 
knowledge for making decisions have not been scaled to recogni-/e these 
requirements. For example, draining in reference sources and tecliniques 
and a v;ide knovjlcdge of books and related materials in tlie media collec- 
tions are essential :In preparing bibliograpliies for curricular needs. 

The distinction between tlie preparation of a simple list of books from 
standard references and the preparation of more complex bibliograpliies 
has not been made in coding some of the reference tasks. 

Table 8 sliov7s 7A changes for training time scalings to make tliem 
more compatilile v;iuli tlie required knov/lcclgc. Since training time has been 
scilected as the basic dimension for analysis, these clianges are important 
in developing ;job structures, training proptjsals, and materials of instiruc- 
tion. In preparing the reports for tlie supporting staff in this study, 
the necessary changes were made on the pro])er levels. Thirty-tV7o of the 
changes require shifting tasks from supporting jjob.s to professional job 
levels. Tills will be of significance also to administrators V7bo arc 
interested in tasks for the professional staff. 

It V7ill be noted that most of the incompnt Ibilit j es occur in tasks 
listed under Training Times 4, 5, C, V7ith a fev7 in Training Times 7 and 8. 
Fifty* five functional job areas V 7 ere incorrectly coded, seventeen scalings 
in V7orker instructions need rescaling, five GFD scalings need changing, 
and four scalings for task environment need rescaling to make them compat- 
ible with the proper performance levels for the tasks. All. adaptations or 
changes were considered in the development for proposals in this study. 

Some additional changes in scalings for v7orkcr functions were necessary 
in developing job description duties. 

The original scalings for all of these tasks V7ere retained for tabu- 
lation in tlie distriluition tables, since any clinngc in training time 
meant changing scalings in otlicr categories. Tlicrc^ore the distribution 
tallies reflect the original interpretation of skill levels of the SEND 
Report . 
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Al^ALYSIS OF TASKS AND DISTRIBUTION TABLIiS 



TASK STATEMKNTS 

The 16].5 tnsk statements In the SERB Report presented problems in 
making an analysis because of the duplication oi: statements, overlapping 
tasks, use of different verbs for the same skill, the inclusion of tv;o 
components in one statement ronuiring skills on different levels of com-- 
plexity, and the difficulty of interpreting the extent and intent of the 
skil] in tv.’o similar statements using different action verbs. Some state- 
ments were vague and general in requiring multi-tasks for the operation 
of the activity. Following are some examples of these problems. 

Tasks 09^i2 and 0866 require the same action. 

0866* — "picks up mail daily and delivers to department" 

0962 — "picks up mail daily and delivers to learning center" 

Tasks 05G9 and 0760 are the same but in different settings. 

0569 — "inserts book card in books returned by children (1.-5) 
in ES library and sets book aside" 

0760 — "inserts book card and sets aside books received at 
check-ill desk from JUS students" 

Tasks 0975 and 1.506 imply the same action and the same purpose. 

with one using a different verb and tv/o actions, deliv^cring and 

setting up equip..i'ant. 

I 

0975 — "carries AV equipment from storage, space to classrooms 
and otlicr settings where it v;ill be util.i^ied" 

1506— "delivers upon request from teaclicrs and sets up AV 
equipment in classrooms" 

Tasks 0059 and 1612 are essentlal.ly the .same, tliough one identifier 

the machine and the specific type of film. 

0059 — "rewinds emd inspects film" ' 

1612— "checks films (16 mm) returned by running film tlirough 
film inspection machine" 

Tns]; 1661 Is an example of a multiple task statement" 

1661 — "conducts suivuucr reading club and program for elementair^^ 
school children in public library 



Tar.]\5 0357 and 1291 must; include careful cxanrliuition of scalings 
to understand tlint the tV7o Irisks may be part of the same project, 
but they arc intended as two different tasks to be performed on 
different levels, 

0357 — ’’ des igns and d evelops - reader interest surveys in 
library” (0970925/^i6/6/7^) 

1291 — ’’conducts reader interest surveys, in library" 
(10/W23/3^/7/6) 

Task 1379 is an example of combining tv?o tasks requiring skills 
on different levels , 



1379 — ’‘examines and clips for vertical file, newspcupcrs, 
magak:ines, pamphlets, etc,, in KS learning center” 
(09/098/i//|/|/t/7/6) 

1072 — "clips marked newspaper articles, magazine articles, 
etc,” (O 2 /II 8 / 4 /I 8 I/I/ 2 ) 

Some of the duplications, overlappings, and combination of task 
statements vjerc weeded out in selecting 727 tasks related to school 
library media systems. Some v;cre retained as part of the working flic, 
because they needed further consideration in clustering taslcs for job 
structures. Too many changes in scalings would be required, if an 
attempt \7erc made to edit all of these inconsistencies. Therefore, it 
V7as decided to retain tlic original statements and make adjustments as 
required in developing proposals. 
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ANALYSIS OF THE DISTRIBUTION TABLES 

GED Correlation ^>7ith Traini n g Time — Table 1 

According to the definition for scaling categories, the lower digits 
repi^esent low-level skills and the higlicr numbers the more complex skills. 
Table 1 shows a very high level of correlation between general educational 
developnient (reasoning* mathematics, language) and trainiiig time. In all 
three areas the numerical progression of levels relate to the numerical 
levels of training time, except for inathcmatics and language in Training 
Time 1. Most of the tasks in Training Time 1 do not apply to mathematics 
and language. 

W orker Functions and Correlation with Training time — Table 2 

Many tasks in the worker function areas do not relate to data, 
people, or things. This fact, added to the vide range of distribution, 
of tasks, makes correlation less evident. However, the digits do repre- 
sent levels of complexity for performance. This is apparent in cluster- 
ing tasks on job levels in terms of Ulic. significant orientation of the 
task to data, people, and things, 

X%^oi:kcr Instructions and Correlation V7xth Training Time — Table 3 

/ There is a very high correlation of worker instruction scalings with 
training time. All but two tasks in Training Times 1,2, and 3 require 
the lowest level of instrucUions represented by digit* one and two. The 
digit numbers arc Iviglicr in each training time colunm on a higher level. 

The range indicc^ted is 66.7% of the tasks in Training Time 4 and 5 are 
on levels tv/o and three; ^i0.9% in Training Time 6 on level five; 49.1% 
on level five and 26.6% on level six in Training Time 7; and 43.2% in 
Training Time 8 on level eight. 

Task Environment and Correlation with Training Time — T'ablc 4 

The range of difficulty v/ithin some of the task environment cate- 
gories, such as influencing and inf orming- people , digit seven, and eval- 
uating infomation, digits nine and ten, tend to cluster many tasks on 
the same scaling in several levels of training time. The nature of many 
clerical routines whicli ai'e performed under specific instruction tends to 
cluste.r tasks on the same level in Training Times 1, 2,3, 4, and 5. It 
will be noted in Table 4, as in Table 3, tha^ the. tasks in Training Time 
1 arc all on levels one and tv/o. The wider distributions on several 
levels is in greater evidence on the higher levels of training time. 
Correlation is more apparent when tasks arc evaluated in terms of the 
r«nnge of complexity in each setting. 

Correlation Siiimnairy 

The high correlation between training time and levels of gcncral 
cdiicatlonnl development in reasoning and language and the levels of v/orker 
instructions have several implications for job structures, training pirogramu, 
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and materials of instructi.on, The correlation bctv;een training time and 
general educational development verifies the assumption that l.evels of 
general education are reliable requirements for jobs. The ■ job require- 
ments should bear* * some relationship to the l.evels of reasoning, mathe- 
matics, and language required for performing the tasks of the specific 
job. 



Grouping tasks for the three supporting jobs according to the dom- 
i.nant percentages on varioua levels of training time, may be an effective 
method for structuring jobs. 

The distribution tables for worker functions and worker instructions 
will identify the- level of simplicity or complexity of performing a task 
and the training level on vjliich the worker is prepared to learn the ski].l 
satir>factori.ly . The knov/ledge will aid in describing procedures for i.n- 
struction manuals and for developing other teaching aids, such as charts, 
diagrams, transparencies, tapes, etc. These statistics can sei‘ve as one 
of the guides in planning instructional programs stressing the skills most 
frequently used on various job levels. 

The scalings for training time and general educational development 
may serve as keys in selecting personnel. 

Job Training 

Levels Time 

I 

SupporLlnfi Staff 

I ■ ' 3 

' II 5 

III 6 

I 

Professional SLnff 

IV 7 

V 7-1- ■ 

• VI 8 

Sifxnificant Arens in I')isLi;ibut:ion Tables 

There are a number of significant areas for furt'her study in tlie 
distribution tabD.cs. It has been mentioned that fev; tasks require liigh 
levels in matlicmat ical ski.ll and that a significant nuiiibor of tasks are 
not oriented to people, data, or things in the worker function category. 
Some tasks are not related to language in the lov;-level tasks and a few 
do not apply to task environment. 

In preparing training programs, it is important to review tlic SKRD 
Report in the categories of v;orker functions, worker in.structions , and 
task environment for a precise understanding of skil.ls , types of instruc- 
tion, and settings for the performance of tasks. The percentages in the 
distribution tables v/iil call attention to the miinber of tasks and fre- 
quency for performing speci.fic skil.ls. Digit four for tliings/orientcd 
tasks in v.'orkor functions category shows 39.9% of the things in Training 
Time 1 require operating inacliines, equipment, objects, or materials. 
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These same skills ai*e required in other areas but operating more complex 
equipment and objects, Al.7% in Training Time 2, /|0.8% in Training Time 3, 
A5.6% in Training Time 4, 28.3% in Training Time 5, and 20.1% in Training 
Time 6. A study of percentages in the GED chart, Table 1, will provide 
guidance for adapting teaching techniques and materials to the ability 
of the workers. 

Media Technology Tasks — Table 5 

Table 5 reveals a total of 220 tasks relating to audio-visual 
materials, equipment, programs, and services ranging from the lov 7 -lcvcl 
task of delivery of equipment to a classroom to the high-level task of 
conducting studies of a highly technical nature leading to better util- 
ization of materials. The distribution of tasks plus a study of the 
nature of the tasks in Training Times, A, 5, 6, aid 7 support proposals 
for specialized jobs in media technology in both the supporting and pro- 
fessional categories. These percentages also reflect the expansion of 
multi-media materia].s and services in the school library media centers. 
Forty per cant of the tasks in Training Time 6 point up the need for 
media technicians and 27.8% in Training Time 7 show the need for specia].- 
ists in media technology. A number of administrative responsibilities 
of the professional staff involve pri.nt and non-print services, even 
though the task statoiiients do not identify these media specifically. 

Tank Relationships to Training Time — Table 6 

, The tasks v:ere tsorled into three groups, those requiring profes- 
sional training on a graduate level, 25.5%; those requiring training in 
technical processes, 19.5%; and those having no need for background 
knowledge or pre-eniploymcnt training in library-related skills, 55%. 

Table 6 shows the distribution of the tasks by training time. 

None of the tasks jh Training Times 1, 2, and 3 require any knowl- 
edge or pre-employment training in library-related skills. The skills 
are general ones on a low level, which can apply to other jobs as well 
as to library jobs. On-the-job training can aid the worker on Level I 
in making adaptations o£ these skills to library tasks. Other non- 
professional tasks in this category are more complex and involved and 
are identified in higher training level categories — 67% of the 273 tasks 
in Training Times 4. and 5, 39% of the 149 tasks in Training Time 6 and 
9.9% of the 122 tasks in Training Time 7 arc in this category. 

In Training Time 4, 20.3% of the tasks and in Training Time 5, 

45^2% of the tasks involve the technical phases of library functions 
in medijii- technology, processing, and ordering materials, etc. Some of ^ 
the tasks are ones rccoinmendcd for rescaling for Training Time, since 
they require higher level s'kills. The other tasks of a clerical nature 
require higher level skills than the clerical skills of Level I workers, 
particularly the business skills. The statistics demonstrate a need 
for Level II workers on the supporting staff. 



■^C8 






The task statements in Training Time 6 indica'^e that A0% of the 
tasks require training in the technical aspects library functions 
and 20.8% require considerable background knowledge and professional 
training for proper p^erformnnee of the tasks. T\'7Gnty-seveii of the 31 
tasks have been identified for rescaling and appropriate placement in 
Training Time 7. The other four may be performed by workers with con- 
siderable experience. The more involved tasks in both the technical 
and other non-professional tasks are on a higher skill level and indi- 
cate the need for a Level III job, a niiddJ.c-lcvel supporting job betv/een 
library clerks and professional librarians. 

These distributions are similar to the SEFID Report for the 1,615 
tasks, which show 72.8% of the tasks in Training Times 1, 2, 3, 4, 5, 
and 6, and 27.2% in Training Times 7 and 8. If school library media 
systems are to function effectively and efficiently, the need for sup- 
porting staff on several levels arc justified by many studies and reports 
The SERD Report repeats this need with task statements from the man-on- 
the job. 
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ALTEI^IATE JOB DESCRIPTIONS 



accordiiig to 
FUNCTIONAL AREAS 
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JOB DliSCRIPTION^-LIBRARY CLERK-* -GENEli/VL SERVICES— LEVFJ. I 

The Library Clerk — General Services — Level I performs minimum level 
tasks in preparing and maintaining materials for use; helping to keep the 
library and its materials in order; and assisting in the circulation of 
materials and equipment. Some of the tasks provide routine services to 
students and teachers. 

All work is performed under supervision and most i.nstructiohs are 
specific for the use of tools, equipment, and for procedures in perform- 
ing tasks. Some tasks require skills for using several standard sources 
of library information. Most tasks are oriented to data and things and 
a few to people. 

.Supervised by: Library Technical Assistant — Level III 

o r Lib r a r ian — Lev e 1 IV 



DUTIES 

f 

Genera 1 / Ac ti.vi t i es 

1. Opens mall, stamps with date received 

2. ^Swers telephone 

3. Records strident attendance 

h. Performs general l-ousekeeping tasks not performed by school 
custodial staff 



Selection and Acquisition/Activities 

j ' 

1. Stamps date, adds title of nev7spapcr or magazine article, 
clips, and staples, or glues to blank page 



2. Opens nev; print and non-print materials and checks against 
original purchase orders 

3. Removes cards for filing from new titles received from dis- ^ 
trict proces5;ing center 



^ 1 . Checks receipt of magazines and newspapers on record cards 
and notifies supervisor of delayed arrival of subscriptions 

5. Files recommendations for AV equipment 

6. Checks new AV equipment against purchase order 

7. Checks developed microfiJm for acceptability and refilnis, 
if necessary 

8. Produces negatives from black and V7hite films 



P roc c s s X n g an d C a t alo ging/Actlvlti es 



See tasks under job description for Library Clerk — District Scr- 
* vices — Level I for these tasks, if individual media center per- 
forms its own processing and cataloging of materials. 



1. Separates catalog cards into tv;o groups — shelf list and 
catalog cards ^ . . 

Ill 
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2. Arraugfis cat'filog cards by first letter of alphabet 

3. Arranges shelf list cards by first number for non-fiction 
and first letter for fi'etion 

O peration of Kg uipment /Ac t ivities 

1. Cuts paper and card stock v/ith paper cutter 

2. Operates automatic stapling machine, paper puncli, and paper 
collatcr 

3. Operates plastic laminator, glueing macliine, card-master, 
developer, microreader printer 

r 

4. Operates copier to produce color transparencies, etc. 

5. Operates niacliincs for inspecting, splicing, and cleaning film 

6. Cleans and maintains machines by replenishing paper, ink, 
toner, etc. 

7. Monitors tape deck 

Maintenance of Materials and Equipment /Activities 

1. Reinforces pamphlets, booklets, paperbacks 

2. Inserts pamphlets in binders and magaj'ines in plastic covers 

3. Repairs torn pages and damages in books 

4. Repairs broken tape boxes, record albums, etc. 

5. Changes soiled plastic covers on books 

6. Inspects film, record discs, tapes for damages 

7. Splices .tape^, filmstrips, etc., and cleans discs 

8. Calls teclinlcian for malfuiicLioning equipment 

. Circulation of Materials cind Equip me nt/Activities 

1. Stamps date due cards for next day or sets up date due machine 

2. Operates check-out machine or hand stamps cards 

3. Cliecks returned materiaj.s using machine or locates cards in 
file and inserts them in'- books, etc. 

4. Assists elementary cluldren in v;riting names and checking 
out books 

5. Computes fines using fine chart and j^ollccts fines 

6. Identifies retinmed titles for reserve shelf and inserts 
reserve slip 

7. Files cards for checked out materials at end of day 

8. Examines returned books for damages 

9. Sorts returned books on cart by fiction and non-fiction 

10 . Files microfilms alpliabet ically by title 
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Level I continued 
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11. Shelves easy books and fiction alphabetically by first letter 

12. Keeps record of date due for interlibrary loans 

13. Packages for return, films on interlibrary loan 
lA. Telephones other schools for borrowing AV materials 

Services to Teachers and Students /Activities 

1. Schedules classroom use of AV materials and equipment 

2. Delivers, sets up, and monitors use of AV equipment in 
classroom and library 

3. riapes new books on special display 

4. Produces photocopies of materials 

5. Inserts microfilm negative in microfilm machine 

6. Takes pictures of classroom activities and student and 
faculty identification photographs 

7. Instructs children in elementary school in check-out procedures 

Con tinning Edu ca t ion / Ac t i vit i es 

1. Attends in-service training programs for self-improvement 



ERIC 
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JOB DESCRIPTIONS— LIBRARY CLERK— DISTRICT SERVICES—LEVEL 1 

The Library Clerk— -District Services — Level I performs minimum level 
tasks in the district processinji center. This is specialized work in- 
cluding checking receipt of new materials ^ preparing the materials for 
use, operating machines for 7’oproducing catalog cards, filing order cards 
and catalog cards, and packing processed materials for distribution to 
school library media centers. All of these tasks are related to data 
and/or things. 

All work is performed under supervision and most instructions are 
specific for the use of tools, equipment, and in procedures in performing 
tasks. Some tasks require skills for using several standard sources of 
library information. 

Super\a'.sec1 by: Technical Assistant — District Services — Level III 

or Cataloger — District Services — Level IV 

DUTIES 

General /Act ivi ties 

1. Opens mail and stamps with dite received 

2. Ansvjers telephone 

O perates Mach.ines/Activities 

1. ' Cuts paper and card stocks to varying sizes vuth paper cutter 

2. Operates automatic punch, plastic laminator, glueing macliine 

3. Operates machines for reproducing cards, cardmastcr, mimeo- 
graph, mill Lilith , photocopier, etc . 

I 

Cleans and maintains machines and replenishes v/ith paper, 
ink , toner, etc. 

‘ Acquis it ion/Activi t j es ^ . 

1. Separates book order requests according to nature of order 

2. Opens cartons and packages of new print and non-print mater- 
ials received and checks against original purchase orders 

3. Opens nev7 titi.es, collates, and checks for damages 

4. Inserts original order card in new books and shelves them 
alphnbeticaily by first letter 

I^i"^cessi n g/ Act i vities 

1. Writes in designated places the school number, date, accession 
number, call number, ‘and other symbols on new print and non- 
print materials 

2. Color codes materials according to special characteristics 

3. Glues pockets in books and inserts book cards 
Attaches spine labels or prints call, numbers on spines 
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Level I contJ.nued 

5. Shellacs spine labels 

6. Sands carlions (tape boxes, etc.) before glueing; labels 

7. Covers boohs with plastic covers 

8. Attaches trailers , leaders , and labels to filmstrips , 
tapes, etc. 

Cataloging/Act ivities 

1. Checks for classification cards or LC proof slip date files 
for ^fiction and noii'-fiction titles 

2. Sets titles aside if no LC proof slip or classification 
information on file 

3. Places master catalog cards on templates for reproduction 
and removes for refili.ng v;hcn roprodiiction completed 

- 4. Produces mml)cr of catalog cards required by using multilith 

machine or photocopy equipment 

5. Cuts reproduced catalog cards, sorts by type of card, and 
routes to batching 

6. Alphabetijies by title, boxes of reproduced card sets 

7. Organises master cards in sets and rubberbands each set 

8. Sorts slips corresponding to master card sets and rubberbands 
slip with set 

9. Routes book order slip and catalogued nev; title to processing 
clerk 

I 

P is tiribu t io n /Activities 

1. Records number of processed books to be sent to each library 

2. locates cardmastcr preprinted library labels and packs in 
boxes v;ith appropriate shipment 

3. Packages titles for shipment and marks cartons v;itli place of 
delivery 

4. Sorts cartons by school and places on book trucks for dclivcr‘y 

5. Arranges for movement of cartons to destination 
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JOB DESCRIPTION-*-LIBRi\UY CLKIU^— GENEi^M^ SE1WICES--LEVEL II 



The Library Clerk — General Services — Level TI perforins some tasks 
ill tlie same areas as Level I clerks, but the tasks v;lll be more complex 
and varied in nature. Some tasks in elementary media centers are loss 
involved than those in secondary media centers. The tasks include cir- 
culating and distributing mnterialfi and equipment, ordering and process- 
ing materials (if tlicse tasks arc performed in the individual school), 
organijilng, cliccking, and filing materials. Otlier types of duties are 
preparing simple lists, maintaining inventories, preparing purcliase or- 
ders and typing tasks, such as letters, cards, orders, lists, etc. The 
Library Clerk also assists tlie professional staff in routine services to 
students and teachers. 

All work is performed under supervision, Most instructions are ox- 
plJ.cit and described in manuals, memoranda, or oral and written requests 
and identify tools, equipment, and procedures. Some tasks require refer- 
ence to standard sources for information and permit the vjorker to select: 
proacdurcs and sequence to perform tlie tasl;. The clerk may have oppor- 
tunities to train and supervise student volunteers and Level I clerks. 
Most of the tasks are oriented to data and tilings and some to people. 

Supervised by; Library Technical AssisUant—General 
Services— Level 111 

oj^ Librarian — Level IV 

DUTIES 

Adminis tration/Activities 



1. Reviews mail^ and allocates to staff 

2. Serves as personal secretary to librarian, maintaining flics, 
taking dictation, etc. 

3. Types iniiiieograph stencils and makes corrections 

4. Maintains chronological account of expenditures by categories 

5. Sends verified accounts payable to librarian for approval 

6. Maintains office supplies 

7 . Maintains clipping file of library pub] icit3' 

8. Maintains discipline in media center 

9. Tdcntlfies unruly students and recommends variety of punish- 
ments 

10. Assigns students to faculty nicmbors for intake intorvievjs 

]].. Assigns duties to student volunteers, monitors v;ork].oad, 
and assists when necessary 

]?.. Assigns duties and plans weeldy work sdiecluies for pni.’t- 
time clerks 

13. Maintains inventory of equipment including date purcliased, 
price, serial number, etc. , 
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Level 13* continued ^ 

O percHte^ Machinep/ Act: j.vj ties 

1. Operates office mach:i.neFi — olcctri.c culdlua macliinc, ditto 
macliinc , l^inleogr^lpll , pho tocopier , etc. 

Selection and Accj ui s i t ion /AcLii^ i tics 

Consideration file: 

1. H.'^intnins conF.ideration file of reconmiendations for materials 
from profession a.l journais, stiiclonts, staff, teaclicrs, etc. 

2. Che6kG order cards for accuracy and coniple t ciicss by checking 
standard tools before adding to f:Qo 

3. Checks catalog against standard collection building tods to 

note, titles not in collection ^ 

A • Checks standard tools to determine if v/orn-out titles are. 



available for replacement 

5. Checks order files and catalog to determine if ordered title 
is a reorder 

6. Maintains file of comments of magazines reviewed, examined, 
and rejected. 

Ordering: 

1. Types from prepared draft information on purchase orders for 
books, audio-visual materials, equipment, and supplies, and 
gives completed form to supervisor for Inspection 

2. Assigns budget account numbers for all new orders 

3. Obtains approval for orders involving unusvial cost, vague and 
incomplete, information, rucli leriucsts, etc. 

A. Sends purchase orders to school business office, and/or types 
form .letters to accompany orders and sends direct to jobbers, 
pulilishers , or suppliers 

5. Telephones publisliers , j obbers, etc., for orders of unusual 
expense , rusli , etc, 

6. Files approved copy of purdiase orders 

7. Maintains address files of publishers, jobbers, and suppliers 
of materials 

Receiving materials: 

See tasks li.sted for Libirnry Clerk — District Services — Level 
II, if individual scliool library media center receives mater- 
ials direct from suppliers 

1. Maintains alpliabetical file of cards for all magazine subscrip- 
tions indiCciting beginning date, title, number of copies, cost, 
etc. , and logs issues as received (a tasl: for Level I clerks in 
elementary scliool.s) 




Level II continued 



2. Types fonn letters for cL'iiining undcliverecl inag-az:incs 

3, Accepts gifts and transmits for evaluation and ac^cptanco 
to supervisor 

ProcGssinp^ a nd Cat aloglng/Actlvitios 

See taslcs .listed for Llbrar*y Cleric— District Services — Level II, 
if individual school library media center pe7:forms the processing 
and cataloging tasks. 

Cataloguing: files cards 

1. Alphabetizes catalog cards for new boolcs accbt.'nn g to estab- 
lished procedures 



2. Files cards for new books, etc., in car*d catalog and in shelf 
list above the rod and submits for checking 

Circtila tion/ A ctivities 

Cliccldng materials in and out: 

1. Supervises activities at circulation desk t'^nd shifts clerks 
to meet traffic needs (may he task of Library Tcclinical 
.Assistant — Level 111 in a largo, sccoiulai'y school \7itli a 
large volume of activity) 

2. Hellos in checking out materials, etc., when needed 

3. Estimates number of date-due ca7."ds needed for next day 

^ 1 . Checks in re.tuirned AV materials (films, art prints, records, 
etc.) and sends to AV clerk for examination 

5. Searches for correct book card of title vjlilch has incorrect 
book card in pocket 

Overdue and lost books: 

1. Kesolves ovcirdiic problems such as student being charged for 
tit3.es in stacks, etc. 

2. Checks stneks , records, files, and oilier locations for over- 
due books 

3. Checks file of overdue books weekly and cither posts names 
of students, or sends notices to student in classroom, or 
requests assistance from classroom teacher in obtaining return 
of mate rial 

A. Estimates replncomcnt cost of lost bool:s and decides amount 
to charge student 

Renewals and reserves: 

1. Processes renev7al requests by checking to sec if title is on 
rcsc3:ve, etc. 
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Level IX contimiecl * 

2. Completer, reserve form, IccaLes book card for requested title 
In circulation file or book in stacks and attaches reserve 
order fora or identification symbol to book card or book 

3. Places titles requested by teacher on reserve shelf for 
students* use 

Records : 

1, Computes monthly record of fines by using hand count or adding 
machine 

2. MaiutaJns daily, weekly, and monthly statistical records of 
circulation activities 

Files cards and materials: 

1, Files typed cards for interlibrary loan inateivials 

2, Sorts cards and takes daily circulation count of books and 
AV materials 

3, Files circulation cards by call number or as Instructed 

A, Maintains file of missing issues of lUf^a/.incs 

5, Files materials in vertical files using standard tools 

6, Arraiiges returned f;ict.lon boohs in alphabetical order and 
n 0 n - f i c 1 1 on i n n uinb e r order 

?• Checks arrangement of books by Lcvctl T clerk and/or student 
vol im teer 

8, Supervises arrangement of books returned to sliclvcs 
Binding and Re pai r of Materials /Act i vitaies 

. 1, Updates bindery control file 

2, Conduct’s anuua.l Inventory of books and matcrjals in need of 
biiidlng and maintenanca care 

3, Fxamines titles requiring mending or bindlFig and decLdcs 
wlicther to discard, mend, or send to bindery 

Prepares purchase orders for titles for bindery 

5, Seneb magazines to bindery witli necessary insunictions 

6, Clieclcs for indexing, spine labels, cards, pocl:ets, etc., \ 

materials received from bindery and shelves books, etc, 

7, Kxamincs card catalog and replaces soiled and damaged cards 
Inv cn tory o f Book Col 1 action / Act i vitic s 

1, Conducts aniuuil invcntoiry of books by cljccking books on 
shcl.ves, in ci7:culation , and clscAvherr: , against accession 
list or shelf list 



ERIC 
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Level II continued ' 

2, Prepares lisL of titles for discard and submits to teachers 
for review and comments 

\ hfr .V. 

3. Sthaps titles withdrawn and pulls and destroys cards 

j ' Exhi b its and Displays / Ac t i vi tics | 

I 

1. Selects dust jackets for displays j 

j 2, Constructs felt images, cartoon characters, etc., for use i 

] on flannel board and bu.11.ctin board j 

3. Constructs posters involving simple lettering and drawing 

Constructs non-ptirchascable materials for display, such as j 

scrapl)ooks, etc. j 

t 

I 

C ontinuing Education /Activities 

1. At tends in-scrvice training programs for self-improvemcn t 

i 

! . 1 
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JOn DESCRIPTIONS— LIBR/.RY CLERR— mnA TEClINOLOGy Sl'.KVICKS—LliVEL II 



The Library Clerlc--'Meclia TGchnolo^y Services — J.evol II performs 
^‘outinc tcisks related to the operation and use of audio-visiial equipment 
ami materinlG, These tasks include circulating, delivery, and monitoring 
the use of cqu.lpiT»ent , scheduling demonstrations, Iceeping records, and 
making simple repairs. Producing transparencies, operating a raicro- 
reader printer, taking pictures, monitoring student response tormina]. s, 
instructing students in the use of the tape recorder and other equi.pment 
are some of the media technology services performed by tlie clerk to 
assist tlic specialist in media technology and the librarian. 

All VJork is performed under su]-)ervislon. Most instructions are ex- 
plicit and described in manuals, memoranda, or oral and v;ritten requests 
and identify tools, equipment, and procedures. Some tasks require refer- 
ence to standard .sources for information and permit the v;orl;cr to select 
procedures and sequence to perform tlic task. The clerl; may have oppor- 
tunities to train aul supervise student volunteer.s and Level I clerks. 
Most of tlie tasks are oriented to data and things with some oriented to 
people. 



Supervised by: 
or 
or 



Technical Assistant, Lc.vcl III 

Specialist- — Media Technology Services — I.evcl IV 

]iibrarian--General Services — Level IV 



DUTIES 

Inventory /Act i viti cs 

1. Maintains files of maintenance agreements for equipment 

2. Maintains con.sumable supplies for media technology needs 

3. Maintains clironological list of expenditures for AV equip- 
mcn t and materia Is 

4. Maintains inventory of AV equipment and materials 

5. Keeps and controls use of keys for cupboards, stavcrooniG, 
etc., containing expensive and fragile television equipment, 
etc. 

Se lec tJ o n and Acq ids Jj: ion / Act ivi t :i os 

1. Screens and files brochures announcing new AV materials 

2. Schcdnles jobbers to display and demonstrate AV equipment 
for staff evaluation 

3. Halntnins consideration file of recommendations of teacliers 

and otlicrs for purchase i 

4. Kxandnes for completeness orders for AV materials and equip- 
ment and submits to supervisor 

Computes rental rates on order foruis and records 

Consults mailing cliarts to determine postage and insurance 
charges for AV materials sent via mall and records information 




5. 

6 . 
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Lcvc‘1 II continued 

Processing and Cnt:nlop ;l.ng /Act:ivit.ic s 



1. 


Type;; .Inbcls for 


new 


AV 


materials V7itli 


information as instruc 




.Le.cl 










2. 


Assigns accession 


number 


s to art print 


s , filTiis , etc. 


3. 


Ma i n t a L ns c a i: cl index 


of 


AV materials 




4. 


Prepares catalog 


1 1st 


of 


AV materials 




5. 


Places microform 


card 


on 


micro-reader 


and records appi'opriatc 




cataloging data 











Clrcul at: j on /A ct! vi U J os 

1. Checks out AV materials and files returned materials 

2. Checks out AV equipment and materials to students as rec[uested 
'' by teacliers 

3. Oversees distribution and return of films ordered by teaclicrs 
from rental services or interlibrary loan 

4. Checl;s AV reserve order files and removes materials from 
reserve sluilf wlien no ].ongc.*r required 

Services to Teachers and S tud e n ts /Ac tivit ic^ 

Scliedul.ing use of equipment and facilities: 

1, Maintains v/eckly schedule of students assigned to television 
or radio studio tasl;s 

I 

2, Halntniris sclicdiiles for use of AY equi])incnt in media center 
and classrooms 

Operating equipment : 

1, Examines and test operates new equipment (1) to insure proper 
functioning j (2) to familiarise self v;itli operation in order 
to perform minor maintenance , and (3) to instruct staff and 
5;tudcnts in opercation 

2, Conducts annual demonstration for teachers in use of AV equip-- 
me lit 

3, Coordinates and monitors student use of equipment 

4, Connects telephone to tape dcsl: for students to receive taped 
materials by telephone 

5, Retrieves materials in staclcs and ojjerates microfilm maclilnc 
to produce microfilmed materials 

6, Operates recording ta]jc duplicating mncliinc 

7, Operates reader printer to retrieve inf oinna tiem 

8, Produces transparencies for teachers involving little or no 
art v;ork, using simple tools and office machines 
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Level II continued 



9. Checks \?ith supervisor for specific pliotocopy limits for 
touchers and stuff 

10. Operates appropriate cameras to take 3x4 slides, motion 
pictures of classroom activnties, etc. 

11. Produces black and v;hite slides from books, etc. 



Assisting students: 

1. Assists students to search files for AV materials 

Locates AV materials for students 

3. Instructs students in operating AV equipment, such as film 
and filmstrip projectors, tape recorder, video record system, 
reading, and teaciring machines , etc. 



Classroom tests and computers : 

(These tasks are performed in schools vdiero this type of equipment 
is located and used.) 



1 . 



Prepares student response terminals and checks before each | 

classroom test session ( 



2 . 



Monitors student response terminals and V 7 hen problems occur, 
notifies teacher or supervisor, who arranges for service call 



3. 



Monitors subsidiary terminal during classroom tests as data 
is fed to a computer in another city 



4. Produces punched tape of classroom test data to be trans- i 

mitt ed to compu ter j 

I [ 

5. Types ihput data for computer using *’on*"linc” keyboard device j 

i 

G. Tests program on computer | 

j 

7. Codes returned ques ti ormalros for data processing ' 



Mai ntcmance/Activi ties 



1. Stores tape recordingrs and video tapes 

2. Checks cquipiaent to deterunne if operating properly and sets 
aside malfunctioning equipmoni: 

3. Examines AV equipment in response to requc5it from users and 
performs first cscbelon innintonance 

/ 

4. NotifxG'.s serviceman of problems vritb AV equipment and author-- 
ixes repairs 

5. Performs nvinor maintenance on art prints by touching up frames 
and clean :i n g, p r i )i t s 



See Library Clerk — General Services — Lc!vcl I for AV M a int ennn ce 
Operation of Equipment activities, if the Level II clerk is 
to nssuir.o tbeso lask.s, too. 
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Level II continued 

Con L i n u :Ln g Ed uc t : t o n / i‘ c t : i. v i t i en 

1. Attends in-servi.ee training programs for self-improvement 
and professional purposes 



ERIC 
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JOB DDSCKimON— LXBIIAKY CLEMX— DISTRICT SERVICES— LEV ID. II 



t 



The Library Clorlc — District Services — Level II works in the district 
processing center and perforias the routine tasks related to processing, 
cataloging, and distributing print and non-print materials for use in 
scliool library media centers * Ike tasks include checking the receipt of 
orders; typing catalog cards, stencils, orders; checking and verifying 
cataloging information; sorting, matching, and filing order cards and 
catalog cards; maintaining supplies; and operating multii.ith, miineograph , 
photocoyping, and otlier reproduction Tuachines* Tasks involving ordeiring 
of materials may be either a part of the processing center or theindi- 
vldiwil school media center. 



All v?ork is performed under supervision. Most instructions are ex- 
plicit and described in manuals, memoranda, or oral and v/ritten requests 
and identify tools, equipment, and procedures. Some tasks require refer- 
ence to standard sources for information to perform the tasks. The clerk 
may have the opportunity to train and aipervise Level I clerks. Most of 
the-tasrvS are oriented to data, a fev; to people and things. 

Supervised by: Technical Assistant — District Services — Level III 

or Catalogcr — District Services--Levc] IV 



DUTXKS 

Gen e r a .1 /Act! v i i e s 

1. Ansvjcrs processing questions received from school library 
media centers and refers policy or procedural questions 

2. }leviev;s mail and allocates to staff 

I 

3. Inventories processing supplies biannaully 
Typ j ng/ Ac tivit i o.s 

1. Types from prepared draft information on purchase orders for 
books and materials and submits to supervisor 

2. Selects form letter to accompany order, typos, and sends to 
jobber or pub] islier 

3. Selects and typos fo]lov;-up form letter to be .sent to jobber 
for incorrect orders, overdue orders, rejected titles, etc. 

A. TyP^^» ov:nership labels for AV materials 

5. Types spine labels, book cards and pockets, for new boolcs 
according to instructions 

6. Types multJlJth masters and stencils and iiialcos corrections 
as directed by proofreader 

7. Types cards for Ccatalog upon receipt of processing form vjliich 

describes steps and submits for cheetking ' 

8. Types sliclf list cards for non-fiction titles 





Level 11 continued 
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Fi ]. in / A c t i v j. t i o s , 

1. Files approved copy of orders 

2. Maintains address files of publishers, jobbers, etc. 

3. Alphabeti/.es catalog cards, sets of cards, LC proof slips, 
at c . 

A. Files new master shelf list cards in master shelf list file 

5. Files other types of cai\ds in appropriate files 

6. Locates master file catalog sets upon notification of errors 
in .card sots and gives to reproduction for correction 

7. 0rgani7.es by priority nev; titles received for cataloging 
Oper ation of Kqu.ipmcnt/Activities 

1. Operates electric adding machine 

.2. T)cl:e-rtnines method of reproduction (photocopy, imiltilith, etc. 
for materials to be reproduced 

3. Operates mult.ilJth machine to produce copies from masters 
(task for both Level I and Level II clerks) 

A , Operates Flexowritor machine to produce catalog cards from 
tapes 

Acq uisi tion/Activit io s 



Ordering: 

1, I’repares orders for paper and reproduction supplies and sub- 
mits to supervisor 

2, Verifies orders received from school media centers 

3, Assigns budget account numbers for all orders 

4, Submits to supervisor book orders involving unusual cost , 
vague and incomplete information, rush requests, etc. 

5, Telephones publishers, jobbers, etc,, for orders of unusual 

expense, rush, etc. ^ 

6, Completes billing for titles by adding processing costs 

7, Records on charge sheets, checks received from school media 
centers for titles purchased 

Checliing receipt of orders: ^ 

1. Checks received materials against* packing slip, initials, and 
sends to billing 

2. Retrieves from files original order, checks orders received, 
and v;rites prices for titles on order 

3. Checks invoice voucliers for matliematicnl errors before sendin 
to supervisor 

. Identifies incomplete orders nnclv;r'tes facts for supervisor 
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l.cvcl II continued 



I 



Proces sin f ;/Ac tivitJ.es 

1. Accepts nev: books and autliori zos books to he colJatocl, checked 
for damages, stamj)cd with school stamp, and accession number 

2. Enters accefjsioii nuniber of nevj titles in accession book (if 
used) 

3* Writes, classification luiuibcr and other infonnntJon on desig- 
naged page of nev/ title (:ilso a task for some Level I clerks) 

A, Exaiinnes newly cataloged books for correct spine labels 
book pockets and cards, accession numbers, etc. 

Cn t al o g i n g / A c t i v i t i c s 

Checking and verifying information: 

1, Checks against standard tools to determine if nev; titJ.e is 
in system 

2, Checks titles on storage shelf against each order of LC cards 
received 

3, Checks LC call numbers against code book prepared by staff 
when assigning call numbers to new titles 

A, Checks for LC number on titles not in master file and pulls 
‘ card , 

5. Compares liC proof slip with title page and types descriptive 
cataloging information on book slip 

6. Checks shelf list for data for producing preliminary 
classification cards 

I 

7. Chocks standard tools for cataloging information for titles 
on V7hich no LC card is available 

8. Checks standard tools for form of author *s name 

9. Compares manuscript card with title page of nev; title and 
amends or adds to card according to instructions 

10. Checks nev; titles and accompanying cards , initials control 
card, and routes to processing 

11. Checks for accuracy typed Ctitalog cards 

Class ifyj ng: 

1. Revises printed cards received with nev? titles to accommodate, 
library classification system procedures 

2. Classifies fiction titles using Dewey Decimal System 

Co n t: j. 1 111 i n g K d u e a t i n n / A c t i vi t i es 

1, Attends in‘-servlce training programs for sel.f-*improvcment 
and ]>rofc'ss5i onal purposes 
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JOB DESCR11TION--1J.BMRY TECHNICAL ASSISTANT--GENKRAL SERVICES-^LEVlilL III 



ITic Llbrciry Technical Assistant: — General Services — Level III performs 
tasks to assJst the professional staff in the technical aspeets of operat- 
ing the school library media center. The functional areas ^include circu- 
lation services; maintaining Inventories and information files; preparing 
orders; keeping statistics; planning displays; preparing simple biblio- 
graphies; assisting teachers and students in locating materials ; g;Lving 
simple instruction in the use of basic l:i.brary tools; training and super- 
vising library clerks and student volunteers. The. knovjlcdge, training, and 
experience of the technical assistant will determine the extent of his 
assisting the librarian in reference work and reading guidance services. 



The duties; of the technical assistant are coordinated and interre- 
lated with those of the professional and supporting staff to provide 
effective overall school library media service for st\idcnts and teachers 
and to make it possible for the librarian to liavc more time to promote 
programs requiring his professional knov:ladge and experience. 



The service for this level is specified in assignments in memorcmdiun, 
manuals, or requests, but the v.^orkcr may v?ork out procedures and sequence 
of operation to accomplish his tasks, lie is expected to apply theory so 
that he understamh; the options and he may have to gain some understanding 
through reading professional literature. Even though ho may have respons- 
ibility for sonic service, he works under the guidance of the librarian; 
most of the tasks are data and people oriented. 

Supervised by: L;i.brarian — General Services — Level IV 



DUTIl^S 



Ad mi n is t I’a t ion / Ac t i v i t :l. es 

General : 

1, Eval.ua tes library procedures and techniques and recommends 
cl i an ges to super vis o r 

2, Reviev.^s and develops forms and record-keeping procedures 

3, Identifie'; statistical data to he tabulated and filed in 
circulation 

4, Reduces statistical data to graphic ami tabular form and 
transmits with report on activities 

5, Sets up inventory sclieme for controlling equipment 

6, Screen.^ salesmen 

7, Desigm; form letters 

8, Iclenti.fi.os cor.miunity resource ])crsons for involvement In media 
programs and makes request of individuals to serve as speakers, 
participants , etc, 

9, Conducts reader interest surveys 
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Level III continued 




1 * 


10. 


Deterriiines timing on records and flJ.es to be inaJntaincd or 
destroyed and submits to su]>ervisor 


\ . 


Training and supervising clerks and student volunteer's: 


V 

i 


1. 


Conducts intervivws v/illi clerjcal applicants and”' relays com- 
ments and recommendations to personneJ. office 




2. 


Assigns nev7 c].e"/:ical eir.ployecs to in-service training 




3. 


Pi.ans v;ox'k activity, supervises, and provides evaluation of 
clerical staff 




l\. 


Recruits, trains, assigns v7or*k activ;Ities, and monitors volun- 
teers 




5. 


Assesses student traffic in sdiool libary media center and 
detcniiines staff deployment to provide of f active services 




. •. 6. 


Consults v;it1i students providing less tlian ininimurn services 
before reporting to supci*visor 




Dis 


cipline: 




1. 


Determines rules of conduct in school iriedi.a center 




2. 


Identifies probj.em students (behavioral or intel.loctual) and 
'reports to teachers or guidance personnel 


7 ' 
1 


Select: 


ion and Acquisit ion/Acl i vi ties 




1. 


Selects department to receive and evaluate titles 


1. 


2. 


Collects data, information, etc, , regarding materials or 
equipment discussed v;itli salesmen and recommend n action 


1 . 


3. 


Determines verification sources to l)e used in checking coiiv- 
plotcd hook order form and instructs clerk 


j 


4. 


Approves and signs letters of transmittal to jobbers and 
pul'lisliers for orders of books and materials 




5. 


Sclcct.s jobber or publislior to receive book order- 


[ 


6. 


Reviev?s suggestions from faculty for subscriptions to maga/.ines 
and journals and confers vitli su]5ervlsor vdien unable to arrive 
at decision 


I 


7. 


Notes gaps in magn*/iinc and journal collections and reconmiencls 
to supervisor vdiotlier to purdiasc back issin’s or microfilm 
copies 


[ 


8. 


Reads nev.’spapors and mago/.ines and marks articles to be 
clipped 




9. 


Revicv;s vertical files and removes obsolete and dated material 
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Level III continued 

Caialof; :iu and P r o ce s a 1 u p^/ Act :i. v.l tj.es 

See tasks for Tecknlcal Assistant — District Services — ].evel III, 

if indivichia] media canter performs cataloguing and process j.ng 

tasks , 

1. Assigns subject liaadings to pampblets and materials for ver-- 
tical file using staiidard tools 

2. Cheeks filing of catalog caixls by clerks and malies corrections 
before filing on the rod 

Clrculat ion /A c t i v i t ie s i 

1. Supervises activities at circulation desk and shifts clerks 
depending on traffic and need (may be done by Clerk — licvel II 
:for clcment:ary schools) 

2. Instructs clerk to prepare form letter to be sent out over 

principalis signature to parent of student v7ltli overdue . 

materials 

3. Assesses student’s socio*-*cconomic background to determine if 

he should be cbnrged and liov; miicl) for overdue or damaged book ‘ 

^ , Prepares reports on circulation procedures and transmits to 

/supervisor j 

Serv ices to Students and Te a cliers /Activiti es ; 

Assisting in reference v:ork: ; 

1. Provides ’’floor” service in reference techniquGvSj reading, : 

use of vertical files, use of catalog, etc. i 

2. Responds to direct questions from students on interpretation i 

of books , materials , etc. •; 

I 

3. Assists tcaclicrs in materials search and bibliograpliy checks i 

I 

A. Prepares, upon request, simple bibliograpliies from standard | 

reference and library tools 

5. Refers students to public library for materials not in school 
media center 

6. Maintains liaison v;ith public librarians to notify tlicm of 
need for reserve books for assignments 

7. Se.ts aside selections relevant to special topics upon requests j 

^ from teachers } 

i 

Assisting in reading guidance and motivation; 

1. Provides rending motivation by telling stories to elementary j 

students and rev;lev7:ing liooks for secondary students | 

2. Conduct.^ reading programs for elementary students in groups 

or for individuals ‘ ‘ 
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Level III cou l.inucd 



3. GraeJos for compIeLcness and authenticity reports from students 
enrolled in elementary reading program and transmits to teach- 
ers 

4. Conducts Slimmer reading program using stimulating reading 
devices 



Instructing: 

1. Provides orientation for students (groups and individuals) 
in use of media center 

2. Teaches elementary students use of the card catalog, individu-' 
ally and in groups, and in tlie media center or in tlic classroom 

Main t on an ce /y\ c 1 1 v i t ;Les^ 



1, Revicv;G shelves and selects titles, v;hich arc obsolete, worn 
out, not used, and sets aside 

2. Identifies titles unsuitable for binding and not in print and 
schedules replacement 

3, Determines binding pol.icies and procedures for magazines, etc., 
including color , kind of binding 

4. Coordinates and supervises rearrangements of physical facilities 
Msplays , Ky .h ihi Is,. Mciwslet t ers Me 



1. Plans displays based on seasonal or topical events — selects 
theme, materials, and design 

2. Develops booli fairs, exhibits, etc. 

3. Arranges and plans annual open house program for parents 

4. Oversees publication of nev;slctter 

5. Develops promotional programs by revicv7ing ideas suggested by 
others , revj cuing 1 iterat uro , ovai initiative 

6. Sets policies and procedures for book fairs, exhibits, etc. 
Profe ss 3 onal J ki ye] .opment/Act 1 . vi tie s 



1. Scans and reads nev? titles and revicv;s publications to familiar- 
ize self v;ith collection and literature for pupils 

2. Visits otlicr libraries to learn now ideas in library operation 
and management 

3. Attc’iuls in-scrVice training program on reference activities 
for non-professional staff 

4. Attends staff development program 

5. Attends in-scrvi.ce training Y>rogram for self-*iTnprovement and 
professional, purposes 
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JOB B1'SCRIPTI0N--*TEC)INIC:AL 



ASSISTANT— MKDIA TECilMOLOCY 



Sl-HVICES— Lcvo.1 



III 



The TochnJ.cal Aasistnnt — Hoclici Tcchnol.oj;y Scrviccs--l,cve] III performs 
speclallzetJ tasks related to the technical aspects of audio-visual materials 
and equijir'.cnt j Some of tlie tasks include doinonstriiti ons , operation, and 
trniniiif' in tlie use of a wide range of audio^-visual equipment, iuclud:ing 
some kno\?ledge of electronic devices, computers, data processing. Otlier 
responsibilities arc pirocureiiient and maintenance of audio-visual materials 
and equipnv.int, production and reproduction of ii^structionnl materials, 
teclinical assistance to teaclv.ers and students in radio and television pro- 
ductions and video tape systems. 



The duties of the Technical As.sistant— Media Tcclino.logy Services arc 
coordinated and interrelated v/itli the duties of the supporting and the pro- 
fessional staffs to provide effective media services for all students and 
tonchers. In assisting tiic Specialis t--Mcdia Tcclinology Services — Level IV 
tlie tcichnician implements the non-professional tasks and makes it po 5 ;sible 
for the specialist to have more time for programs and activities vdiieli ro- 
qirjrehls professional training and ey.pcrtise. 

Tlie service is specified in assignments in memorandum, manuals, or 
requests, hut tlie technician may v/ork out procedures and secpience of oper- 
ations to accomplifjli his tasks, lie is expected to apply tlieory so tliat he 
understands the options and he may liavc to gain some understandi ng through 
reading professional literature, r.vcn though he may have the responsibility 
for some services, the tcclinician works under the guidance of the media 
specialist or tlie librarian. 



Supervised by: 
or 



Specialist — Media Technology Services — Level IV 
Llbrari.an — General Services — Level IV 



DUl’lliiS 



Ad itii nis t r atioii/Act :i vi ties ^ 

1. Maintains contact with mass media representatives 

2. Scliedulos workshiops for teaeliers in operation, utilization, 
and possibilities of AV equipment 

3. Directs video department by coordinating use. of equlpniant, 
studen I cai dcs , teachers , iintcrials , etc. 

4. Disciplines students in television studio during productions 
an d ins t r uc t i ona 1 s css J.on s 

Selc cti on/Ac t ivitics 

1. Reviews journals, brochures, and other publ i cation.s to screen 
AV equipment add lists equipment to 1)0 examined 

2. Approves scheduling tost demonstrations of AV equipment 

3. Discusses with supervisor and recommends AV oquijimcnt needs 
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Lo.vcl III continued 

/i, Selects brands and kinds of AV equi])inent requested from AV 
curricAilum desigaer 

5, Instructs typist to ])re])nre piircliasc orders for AY equipment 
and P'.atcirinls 

6, Evaluates usage patterns of films on lease or rental and de- 
cides v/hetber to continue or discontinue arrangements or to 
purchase films 

7, Visits book stores, travel agencies, etc, , for materials to 
use in library 

Cireulatii o n /Acti v itie s 

1, Evaluates and revises circulation system for AV equipment and 
materials 

* Service to Stiule n t:.s and TGachers /Act ivi ta cs 



General : 

1. ' Makes self available on ’’floor" of media ccnLcr to ansv/cr ques- 

tions regarding use of AV equipment 

2. Assists students and teadiers in setting up, operating, and 
‘using AV equipment and nntcrials 

3. Checks, analy;^eo, and grades for accuracy, coinplel.encss and 
appropriateness, guides and vjorkshccts based on AV materials 
received for elementary students 

4. Provides In-service training for studcnt5J in operation, main-- 
tennnee, etc. , of AV equipment 

5. Provides slides and other materials based on personal c>:pcri- 
cnce and travel 

6. Shows films and conducts discussion groups 

7. Serves as advisor to secondary school broadcast club 

8. Programs classroom tCxSt data for comiuitor terminal 

9. Provides individual assistance i.n completing vjorkshectr. and 
other rnatcrials involving adaptation of sheets and otlier iiuitcr- 
ials involving adaptation of AV materials 

Instructing and giving technical assistance for producing programs: 

General : 

1, Instifucts secondary studentfj in stringing microplionc cables and 
otlicr equipment used in production of iradio or television pro- 
grams in media center 

2, Instructs students In operation of microphones 

3, Instructs students in radio and television studios to ciie-up 
tape recordings, disc recordings, and ot:hcn' sound effects 
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Level III continued 



Radio : 

1. Supervises instruct ion a3. radio studio 

2. Instructs «;tudents in cl.nsoification sytitem of equipment used 
in school radio station and supervises replacciiiont of materials 

and equipment . 

3. Instructs students bow to v/rito radio scripts for newscasts, 

coinincrcials , and disc jockeys ’ 

A. Instructs students in simple radio annoi ;cing skills, hov 7 to \ 

produce special sound effects, and hov: to present radio 

we n t h e r re ports : 

} 

Television and video productions: • 

i 

1. Instructs students to serve as floor directors dui*ing taping of 
closed circuit television progreuns 

2. Instructs students to "ride gain," to operate switch iiicclianisin, ! 

to control li.ghts, aiir7i to o])crate fjjm 

3. - Grades students on application of techniques and performance | 

in op^crating equipment: and coordinating productions Jn closed 

ci7:cuit television studio j 

A. ’Guperviscs and provides tcclmical assist;^incc in original video 

production.s — operating camera, staging, editing live, pliysica.l, , 

and electronic receiving materials 

5. Instructs students to operate sound system in video programs 

6. Instructs students in mcclianics of video set design for in— j 

structibnnl programs, interview-type show.s , travel tiilks, etc. ! 

Ma : L nteiia nc c / Ac t iy i. t i.es 1 

t 

1, Conducts informal inventory by v^alking about building and exam- j 

iiiing operation of AV equipment j 

2, Autho7:j7,cs students to remove necessary equipment and supplies ' i 

from locked storage spaces for use. l:i closed circuit television 1 

productions • 

3, Examines annually invert tory of AY materf al.s to identify out— * • | 

dated and l.i.t tl C'-u.sed materials and recouirnends vrhethcr to keep j 

or n o t j 

A. Evaluates damaged AV inatcrinls and dccidcij to repaii:, trade-in, j 

or discard j 

I 

Supervises cngiiiGcr assigned to handle technical piroh.lcms in I 

secondary television studio I 

i 

I 

i 
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Level 111 continued 

Facxi i ties / Activi t ies 

1, Designs storage, systems for storing films, tape recording’s, 
disc I'ecordings , video tapes used in radio and television 
studios 

2, Plans utilization of available space for secondai^y school 
television stvidio 

Professional. Devol opTnent/Actlvitics 

1, Attends in-service training programs for self-improvement and 
pro 1: e s s ion a 1 p u i: poses 

2, Attends staff development programs 

3, Attends training programs on reference activities for non-- 
professional staff 

4, Visits other 3.ibraries to learn now ideas on libr^iry operations 
and iiianagciiicn t 
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JOB DKSCRIPTION— TF.CIIWICAL ASSISTANT — DISTRICT SERVICES — LEVEL III 



The Tecjinjcci], AssiisLnnt — Dislrlct: Services — Level III performs 
sijcci/ilixed t:a$Us in the dicLricL processing, center in pirocessinjj and 
cataloging print and non-print inatoria3.s. The tcchnica]. processes in- 
clude checking the I'cceipt of orders; verifying catnlogi.ng information; 
preparing inforniation for cat alog cards ; using standard tools to assist 
in classifying fiction and unlnvnlved non-fiction titles ; checking the 
filing of cards for accuracy. Other tasks arc related to training; and 
supervising the clci: j.cal s taf f , procurement and reproduction of catalog 
cards, and rccoacili.ng classification inforniation to the system adopted 
by tlie media centers . 

In assisting the cataloguer, the technical assistant’s tasks arc 
coordinated with the tasks of the non— profcssiouca.l and the professional 
staff of the center. 

The service for this job level is specified in assignments i.n memoran- 
dum , unanuals , or requests, hut the woiiccr may work out procedures and se-- 
qucnco of operations to accomplish his tasks, lie is expected to apply 
t.hcory so that he undorstancis the opti ons and he may have to gain some 
understaudi up, through reading professional literature. Even though he 
may have rcsponsibi-lity for some services, he v/orks under the guidance 
of the catnlogor. Most of the tasks ar'e data oriented \ri th some tasks 
orient(!d to people. 



Supervised by: Cata].oger-‘-*Dis trict Services — Lovol IV 



DUTIES 

Admi. n i s t r a t i on / A c. t i v J. t i e s 

1. Conducts intcrviexvs v;ith clerical applicants and relays recom- 
mendations to personnel office 

2. Assigns new clerical einpl.oyces to ln--scrvice training for 
specific tasks in processing center 

3. Supervises and cva].iiate.s clerical staff 

4. Designs form letters 

5. Reviews and develops forms and record-keeping proccdure.s 

6. Reduces s ta'tist.i cal and quantitative data to graphic and 
ta]>ii.lar form and transiiiLts with reports on activities of 

. • center 

7. Kvaliiatos procedures and techniques and rccommonds changes 
to supervisor 

8. V7rxtcs manuals 'and instructions for operating Flexov/r i t cr , 
multllitli , and other maclilncs as needed 

Acq uis :i^t ion/Ac 1 1 vi t K!S 

Orders supplie§j^ar>cd on inventories and estimated v/oj^-kload 

Asfxigns book orcKirs to jol/o^i’s by determining the most cidvan- 
tnpeous process for each order in center 
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Level IIT. continued 

3. Approves and signs letters of travisnattal to jobbers and pub- 
lishers for orders of books and AV materials 

A. Sets up inventory scheme for controlling equipment 

5. Detenninos verification sources for checliing book orders 

Ca taloging / A ctiv ities 

1. Goes to anothex* library to obtain cataloging information on 
orders for which no information is available in center 

2* Searches Gl:andax“d tools for classification data fox“ titles 
not nvarDable in processing eenter 

3. Reconciles cataloging procedures of processing center to data 
on prci*>arcd catalog cards 

Checks LC cards for nev; titles against catalog file and shelf 
list and modifies LC cards according to procedures in process- 
ing center 

5. Checks catalog card against Cutter: Catalog and assigns Cutter 
number (if used) 

6 . Determines through n^seax’ch if author is writing under penname 
and follows procedures for cross references, etc. 

7. •Vcrifios identity of new author when card is not in catalog 

8. Maintains and updates autliority files 

9. Checks with publisher ordered catalog cards for subject head- 
ings and catalog number and makes changes appropriate for 
cataloging practices of processing center 

10. Assists cntaloger v;ith I'outine and uninvolved classification 
of titles identified in sfanclard tools (fiction and non- 
fiction) 

Pro f o f3 s ional Dave] opinen t /Ac t iv Iti cs 

1. Visits other pi*o cessing centers to learn nevz ideas in opera- 
tion and managenicn t 

2. Attends in-service training programs for self-improvement and 
professional pux'poses 

3. Attends staff development programs 



NOTK; These, tasks will need to be adapted to classification scheme and 

repi:oduct.i.on practico.s of Individual processing ccnl.cr-^-TiC, Dewey, 
printed cards, tapes, ote. 
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